MELDEEN PORTALES
1693 Stove Prairie Circle. Loveland. Colorado. 80538 . 970.776.9453 . melprintz5@aol.com
Looking for a new career with the opportunity to grow and advance
	•	Ability and desire to learn new skills
	•	Provided more than 10 years of efficient, friendly customer service
	•	Ability to work in a fast-paced environment
	•	Experience with Microsoft Word, Excel, PowerPoint and Outlook
	•	Demonstrated strong communication skills
	•	Value teamwork and able to work as a team member, but I also have the ability to work on my own with minimal, “touch base” supervision.
Demonstrated Expertise
Customer Service
	•	In-person, telephone, and email contact with internal and external customers on a daily basis
	•	Frequently provided one-on-one education with customers
	•	Handling money
	•	Received telephone calls - determined which calls could handle  personally and which should be referred
	•	Worked with four outside organizations to solve problems for customers
	•	Received and resolved customer complaints and issues
	•	Provided support and education to customers
Organization/Data Management
	•	Scheduled appointments with customer daily and monthly meetings 
	•	Prioritizing activities
	•	Ordered medications and supplies from outside vendors
	•	Documented and entered data into excel sheets and electronic medical records
	•	Revised and ensured all employee portfolios were signed off and completed
	•	Ability to consistently meet deadlines
Supervision/Communication
	•	Provided and organized one-on-one meeting and group classes
	•	leadership for up to 8 employees
	•	Trained new hires in duties, policies, procedures, and workflow of the unit
Work History
Patient/family educator	Northern Colorado Family Medicine	Greeley CO 	 2008-2013
Registered Nurse	            Medical Center of the Rockies	Loveland CO	 2007-2008
Education
Shasta College, Redding CA		Associates Degree 
