		Rosalva McCormack
226 Belle Ave • Bellevue, OH 44811
Mobile:  419.217.6467 • rosebgyrl@hotmail.com
Administrative ASSISTANT
PROFESSIONAL SKILLS


· Bi-Lingual Fluent in Spanish/English
· MS office Suite
· Anatomy & Physiology
· Medical Terminology

· Computerized Medical Management(Medisoft) 
· Medical Office Procedures
· Medical Insurance Coding CPT/ICD-9

· Electronic Health Records
· Health Claims Processing
· Detailed and Organized
· Creative thinker, excellent use of Desktop Publisher


EDUCATION

TIFFIN UNIVERSITY, TERRA COMMUNITY COLLEGE CAMPUS – Fremont, Ohio	2012-Present
Bachelor in Business Administration


OHIO BUSINESS COLLEGE – Sandusky, Ohio	2010-2012
Associate Degree in Applied Business W/major in Medical Administrative
· Awarded Perfect Attendance
· Presidents List
· 3.93 GPA

NORWALK HIGH SCHOOL – Norwalk, Ohio	
· General Education Diploma	2001

VOLUNTEER

Bellevue Recreation Center – Bellevue, Ohio	2013 – 2013
Community Coordinator
Key Results:
1. Coordinate activities for families and children
1. Worked on a project called touch a truck, children can see and touch police vehicles, fire trucks, etc.
1. Utilize my bi-lingual Spanish speaking skills to communicate with families that only spoke Spanish

WSOS Policy Council — Fremont, Ohio	2008 – 2010
Secretary/Community Liaison
Key Results:
· Attended meetings, took notes, detailed minutes, and data entry
· Communicated in Spanish to assist instructors with Spanish speaking students
· Participated in extensive training for handling clients with various disabilities
· Professional interaction with committee members
· Performed various duties as needed
 

EXPERIENCE

Huron County Job and Family Services — Norwalk, Ohio	2012 – 2013
Eligibility Specialist 2/ Interpreter
Key Results:

· Process cases with information given by the client
· Interview clients to determine eligibility for government programs
· Work with the Spanish population, and interpret for the agency
· Work with state monitored systems and programs
 
Stay at Home Mom — Bellevue, Ohio	2005 – 2010
[bookmark: _GoBack]Full time stay at home Mother
Key Results:
· Offer a loving home environment
· Raise and teach my children, values, morals, and how to be respectful
· Participate and encourage my children in extracurricular activities
· Volunteer for many activities that my children were involved in and community involvement
· Maintain the order and cleanliness of our home
 
RR Donnelley and Sons — Willard, Ohio	2002– 2005
Material Handler
Key Results:
· Worked on face paced assembly lines
· Inspect books
· Quality assurance and accuracy
· Maintain a neat work area

Huron Job and Family Services — Norwalk, Ohio	2001– 2001
Administrative Assistant/Receptionist (6 month Temp assignment)
Key Results:
· Responsible for answering a multi-phone line switchboard
· Filing, and organizing my work area
· Utilized specialized software and performed data entry
· Assist with all other office duties including operation of office equipment



References available upon request

