	
	MAria Soto
2150 Wilson Ave Apt.150  |  soto_m79@yahoo.com  |  651-285-7640

	Objective
	Seeking a position with an opportunity of a long term career.

	Skills & Abilities
	·  Spanish 
· Medical Charting
· Word, Excel and Medisoft
· Bookkeeping 
· Scheduling and filing  
· Prep and processing insurance claims 
· Type 45 wpm
· Proficiency in CMS-1500, ICD-9, and COT coding 

	Experience
	Quality control bo-décor metal finishing
july 2013-april 2104 
To ensure product is not anyway harm or unfinished before shipping off to the customer.
Waitress/host Los Ocampos REsturant
november 2011 –july 2013
Making sure the paying customer has at least a satisfactory dining experience. 
Being knowledgeable of the menu, ingredients, and how each item is prepared. 
Being polite, courteous, and prompt. 
Knowing how to answer or fix a complaint. 
Working well with others. 
Making sure the dining room is presentable. 
Performing side work tasks, and some cleaning. 
Handling cash, checks, and credit.
Cashier El Burrito Mercado
July 2011 – November 2011
Providing good services to the customers 
Having good knowledge of the products that are available in the shop 
Maintaining accurate records regarding the sales of services and goods conducted at the shop and ensure that the prepared data is free of any errors 
Act as a communication source between the management and the customer 
Receive cash after purchase from customers. Money can also be obtained through credit cards, check, cash, automatic debits or vouchers 
Calculating the total amount of money transacted for the day 
Resolving the customer complains if there are any 
Carry out sorting, wrapping currencies and counting 
Always ensure that adequate amount of cash is available at cashier counter so that balance can be paid to the customers easily.

	Education
	Everest Institute , Eagan, mn
Medical Adminstration Assitant
Saint Paul Area learning center, Saint paul, mn
High School Diploma

	References
	Available Upon request
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