Carol Snider
24623 County RD 12

Lewiston MN  55952

507-523-2507, cell 507-358-2101
cas_snider@yahoo.com

	· MS Word – Basics/Formatting
	

	· Excel
	 

	· MS Outlook Calendar
	

	· Office Applications
	

	· Business Ethics Classes
· Leadership Classes
	


 EDUCATION/CERTIFICATES OF STUDY
	High School Graduate
    South Winneshiek High School        Calmar, IA

	

	


WORK EXPERIENCE
Fastenal  Company    Winona MN   November 2011 – September 2012
Solutions Support
· Provided secretarial support for the department
· Collected all pertinent information that was necessary to configure and install Fastenal vending machines that were purchased by customers.  

· Communicated with branches throughout the United States to encourage them to submit necessary documents. 

· Managed over 100 vending agreements which included making weekly calls and e=mails to servicing branch

· Entered all information into a computer based program so that activity could be tracked.  

· Created product templates using an excel based program

· Contacted   distract managers and regional vice presidents for assistance in expediting process. 

· Produced weekly reports for upper management    

Fastenal  Company    Winona MN    January 2010-November 2011

Customer Loyalty Specialist- 
· Worked as part of a newly formed customer research group with the objective of measuring customer satisfaction. via telephone surveys/interviews with the goal  of improving their service 

· Used an automated computer system to administer and conduct customer interviews
· Maintained composure and professionalism while discussing patient complaints     

· Captured all information obtained from customer assuring that the data would be directed appropriately so customer complaints could be resolved.   .

· Collaborated with team members and manager in making changes in scripting and the computer system 
· Performed secretarial duties as needed by manager.
· Assisted in developing training manual for new hirers  
Beltone Hearing Care Center    Winona, MN       January 2008-January-2009            

Patient Care Coordinator
· Performed receptionist/secretarial duties for a fast paced hearing care center.  
· Greeting and registration of new clientele; assist patients to accurately complete appropriate forms and obtaining insurance information; Respect and maintain privacy and dignity of patients; assuring patient confidentiality and conforming to HIPPA law.
· Answer all inbound telephone calls in a professional manner including scheduling appointments, answering questions and determining specific needs. Placed follow-up calls to obtain information regarding status of hearing concerns. Document information to assure quality patient care.
· Adhere to a script when interviewing prospective patients while being monitored for quality control.

· Create and maintain hearing specialist’s schedules and entering into a computer-based program.

· Check insurance eligibility.

· Maintain accounts receivable; mail statements and process incoming payments.

· Supply appropriate daily reports and statistics to management

· Clean, service and repair hearing aids

· Assure security of office at the close of each working shift; Daily responsibilities included completing the readiness of the reception area, opening the office at the designated time and having all front desk activities fully operational at the start of business hours

Gundersen Lutheran Clinic    La Crosse Wi August 2007-November 2008   
Office Assistant/Scheduler

· Receptionist for Occupational/Physical outpatient area, including greeting and registering patients that are arriving for appointments. 

· Verify registration and acquire insurance information.

· Knowledge of scheduling software and the ability to promptly schedule follow-up appointments.

· Provide communications with therapists to ensure that patient needs are met.

· Answer incoming calls and requests from other areas of clinic/hospital to schedule appointments, including receiving orders for therapy, registration and chart compilation.

· Set daily schedules for therapists and monitored schedule changes.
· Enter patient information into system data base.
· Utilize service skills to alleviate patient confrontations and objections.
· Complete all patient discharge filing.
· Perform clerical duties as assigned by staff supervisor.
· Maintain heavy call volume for hospital areas requesting changes or cancellations of therapy sessions. 
UBC Corporate Headquarters        Winona, MN  July 2006 – Feb 2007       

Position: Human Resources Employee Benefits Processing (temporary job)

· Processed insurance information for open enrollment of existing employees as well as new employees.

· Performed necessary steps to terminate insurance benefits for employee’s leaving the company.

· Compiled packets and mailing information to new employees.

· Enrolled employees in dental and vision care plans

· Performed secretarial and clerical duties, using Microsoft word and Excel.

· Adapted to changing work environment and tasks.
· Communications and teamwork were necessary components of this position.
Mayo Clinic   Rochester MN   1979 – 2006   
Medical Study/Research Assistant

· Collected information from patients by telephone or in person to aid physicians in the completion of research studies. 
· Conducted extensive interviews to obtain medically relevant information needed by physician.

· Excellent patient/customer relation skills and use of independent judgement in dealing with sensitive, confidential and difficult issues. 
· Responsible for accuracy of all information collected for input to database
· Sent mass mailings to patients – typed and formatted handwritten  comments from patients
· Strong knowledge of medical terminology and anatomy

· Creative and resourceful in using multiple resources to locate patients.

· Adept at meeting deadlines and working in fast paced environment

· Ability to perform numerous tasks/projects simultaneously

· Recruitment and appointment scheduling for focus group participation

· Provided secretarial/receptionist support

· Adherence to strict patient confidentiality laws (HIPPA)
· Strong knowledge medical record procedures and standards
· Excellent interpersonal skills, and ability to work well with others

· Required working independently with minimal supervision and frequent changes
· Responsible for new employee training

· Mayo Clinic   Rochester  MN   1972-1979                  

· Telephone Operator

· Answered all incoming calls and directed to appropriate departments or personnel. 
· Responsible for incoming calls after hours encompassing emergencies and the need for patients to speak to on call physicians
· Thorough understanding of clinic disaster plans and implementation of policies and procedures as required through EAP (Emergency Action Plan).
· Aid in the facilitation of new employee training
	
	

	
	

	
	

	
	

	
	

	
	

	
	  

	
	

	
	


