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 E-Mail: jackietorre@hotmail.com
Objective

To utilize my work experience in a new and challenging environment.

Work History

Lakeside Dental- Duluth, MN

Office Assistant

Start Date: August 2004 / End Date: May 2012

Responsibilities include but not limited to: scheduling patient appointments, checking patients in and out for appointments, customer service, handling insurance claims, setting up payment plans, answering multiple phone lines, bank deposits, faxing, scanning documents, and maintaining patient files.

Piedmont Heights Dental- Duluth, MN

Front Office

Start Date: February 2002 / End Date: July 2004

Responsibilities included checking patients in for appointments, scheduling patients, setting up payment plans, answering multiple phone lines, and faxing.

Duluth Country Kitchen- Duluth, MN

Server/Manager

Start Date: March 1984 / End Date: January 2002

Responsibilities included A/R, A/P, payroll, bank deposits, employee scheduling, inventory, interviewing new hires, leading employee meetings, and customer service.

Cloquet School District- Cloquet, MN

Substitute Teacher

Start Date: September 1988 / End Date June 1992

Teaching students from grades K-9.

Education

University of Minnesota Duluth

1987 Graduate of Elementary Education

Bachelor of Applied Science Degree

Cloquet High School

1982 Graduate – Cloquet, MN

Other Groups or Organizations

Volunteer for the Minnesota Special Olympics

Volunteer for Grandma's Marathon

Volunteer for Give Kid's a Smile

References

Lisa Augustine- Regional Director- Operations of Chesapeake Hospitality

301-474-3307 or 218-390-4371

Kari Jarvi- Controller Interim Health Care of Duluth

218-722-0053

Dr. Kara Conry, D.D.S.- Lakeside Dental

218-728-2117

