Ashley Moore
6610 46th Ave Drive
Moline, Illinois
309-269-3403

Summary of Qualifications:
· Well-organized and efficient
· Skilled with computer systems and software
· Self-motivated, goal –oriented strategist whose confidence, perseverance and vision promote success
· Pleasant speaking voice
· Excellent communication, interpersonal and organizational skills
· Dependable, punctual-can work without supervision
· Capable of handling multiple projects concurrently

Skills:
· Medical Manger Software Certificate
· Medisoft Software
· Microsoft Office Suite (Word, Excel, Access)
· Microsoft Outlook
· Adobe Photoshop and Illustrator
· HTML, Dreamweaver, FrontPage
· Typing 55+wpm 
· Data Entry 
· Customer Service
· Medical Symbols & Abbreviations
· [bookmark: _GoBack]Scheduling and Basic Electronic Medical Records

Experience: CSR/Receptionist                                    		           1/2011-5/2013
Swiss Valley Farms
· Answered incoming telephone calls and assisted customers
· Entered orders for customers 
· Typed up the daily Market report
· Filed and maintained invoices
· Invoiced orders
· Sorted and got mail ready to go out
· Ordered milk for company 
· Keyed pricing for products 

Customer Service Representative                                 	                     2/2009-3/2010	
IPCS Affiliate of Sprint
· Answered incoming telephone calls and assisted customers
· Applied discount s on customers accounts
· Handled billing issues and waived fees applied to customer’s accounts
· Activated new lines, changed rate plans and upgraded customers
· Entered accounting information on an Excel spreadsheet.
Education:
Medical Coding Certificate 				                                  Moline, IL 2007	
Black Hawk College

Medical Receptionist Certificate					          Moline, IL 2013
Black Hawk Outreach 
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