Cynthia J. Mallory
P.O. Box 83 Hensonville,NY 12439
(518)755-2434 * cmallory59@yahoo.com

Summary & Achievements 
Seeking to offer a business my 10+ years of administrative skills and customer service.   Skilled in the use of Microsoft Office, QuickBooks, eClinicalWorks and Syrasoft Management Software.  Open to new opportunities, willing to learn and ability to provide excellent service and multitask. 

· Experience includes a successful track record of small business ownership providing quality customer service ensuring a safe, secure and weather proof space for 65 storage unit clients.   Excellent customer retention with a 90% occupancy rate. 
· Selected from four coworkers to rotate between 3 different offices as a result of being skilled and crossed trained in all areas including checking in/out patients, insurance verifications, patient billing and medical related paperwork knowledge and experience.  
· Valued assistant, requested to maintain operations at a veterinary clinic following the passing of the owner.  Provided customer service, scheduled client appointments, handled administrative functions and recruited substitute veterinarians facilitating the sale of the business.  Assisted in the transition to a new owner. 
Employment
Receptionist                                                                                                                                     2009-2013
Columbia Memorial Hospital Care Centers
· Handled medical reception in multiple, busy and fast paced care centers with up to four doctors and 80 patients a day. 
· Answered multi line phones.   Used medical software to schedule appointments and process patient payments.  Handled copays, cash and credit card payments. 
· Verified insurance and processed patient check in and checkout.  
· Prepared and maintained 2,000+ electronic patient files using eClinicalWorks.   Followed detailed steps to obtain patient test results, update to medical records system and sent to physicians to review. 
· Customer service training and experience, assist to answer payment related questions.  
· Worked on a team of up to 4 receptionists, followed procedures and HIPPA compliant. 
Owner/Operator                                                                                                                            1999-Present   Top Shelf Self Storage, Hensonville NY
· Maintain monthly accounts payable and receivable for 65 storage facility units using Microsoft Office and QuickBooks.  Process credit card payments and handle bank deposits.  
· Manage day to day facility operations and grounds maintenance.
· Record tenant info and maintain rental status with Syrasoft Management Software.
· Handle business advertising, customer service and relations. 
Receptionist/Assistant                                                                                                                  1995-2009
Mountain Top Veterinary Hospital, Hensonville NY 
· Diverse responsibilities including assisting the Doctor with daily appointments, surgery, blood testing, x-rays, inventory, feeding and cleaning animals and administrative duties. 
· Answered phones, scheduled appointments, processed payments and ensured proper customer service to approximately 15 patients a day. 
· Records management, prepared and maintained patient files.
· Ordered and maintained inventory and supplies. 
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