Sarah G. Marsh

athenadreaming@gmail.com                                                                                     (804) 516-2084

ADMINISTRATIVE ASSISTANT
Expertise includes working with insurance companies, data entry, scheduling, and sales and creative marketing experience.  High-energy and can-do attitude accompany quick thinking and problem solving skills, as well as an aptitude for learning new skills and technologies.

EXPERIENCE

YES Chiropractic, Richmond, Virginia                                                                   2011 to 2012                                                                                      
Office Manager                                                                                            
1. Responsible for data entry, faxing, filing, copying, sorting/sending mail, answering phones, solving customer issues, preparing and making bank deposits, and handling confidential information.  Provided light project management as needed.
1. Maintained an organized calendar for the office by: setting up events, scheduling patient appointments and meetings, and recording meeting minutes.
1. Planned small in-office marketing events which generated new client leads.
1. Identified ways in which to improve office processes by creating training manuals for new hires and putting essential forms online for ease of use.
1. Handled insurance billing and claims resolution for patients with companies such as: Medicare, Aetna, Cigna, and Anthem Blue Cross Blue Shield.
  
Stafford County Public Schools, Stafford, Virginia                                                 2010 to 2011                                                          
Substitute Teacher and Student Teaching Intern
1. Developed and implemented student-centered lessons using all eight multiple intelligences for a diverse classroom.  Adapted lessons to meet students’ needs.
1. Participated in all grade level and team meetings, parent conferences, and field trips.  
1. Designed and conducted an action research project using place-based education.

[bookmark: _GoBack]Eddie Bauer, Charlottesville, Virginia                                                                    2007 to 2009               
Sales Associate                                                                                   
1. Responsible for achieving sales goals, promoting team building and positivity, providing excellent customer service, maintaining a clean and professional workplace.
1. Promoted the brand through enrollment of new customers in the credit card and loyalty programs, as well as suggestions and feedback for product improvements

EDUCATION/PROFESSIONAL DEVELOPMENT

University of Mary Washington, Fredericksburg, Virginia                                                2011 
Master of Science in Education, Kappa Delta Pi International Honors Society (4.0 GPA)
Bachelor of Arts in Political Science, Dean’s List

COMPUTER SKILLS

Microsoft Word, Power Point, Access, Excel, Outlook, Publisher, Photoshop, Medisoft

REFERENCES AVAILABLE UPON REQUEST

