


Hannah Walton
2224 East 14th Avenue, Apartment #3
Denver, CO 80206
Phone: 920-344-6384
Email: hwalton15@gmail.com

Objective
[bookmark: _GoBack]To obtain an administrative position where I will be able to utilize my educational background, past job experiences, and organizational skills.
Work Experience

Family Video, December 2012 – May 2013, Beaver Dam, Wisconsin
· Customer Service Representative
· Help customers rent movies and games
· Operate cash register, handle money
· Restock movies
· Restock candy, soda, and ice cream
· Keep work area clean
Vita Park Eye Associates Internship, January 2012 – March 2012, Beaver Dam, Wisconsin
· Front Office Assistant
· Perform clerical duties
· Data entry
· Use of front office equipment (fax machine, scanner, printer, copier)
Radiology Associates of Beaver Dam, July 2009 – December 2010, Beaver Dam, Wisconsin
Clerical Assistant
· Keep patient information up to date
· Perform clerical duties
· Organize and file papers
Corporate Support Services, July 2010 – December 2010, Madison, Wisconsin
Janitorial Staff
· Clean and service restrooms and offices
· Sweep, vacuum, and mop floors and stairways

Dairy Queen, March 2008 – May 2008, Beaver Dam, Wisconsin
Store Associate
· Create ice cream treats
· Operate cash register, handle money
· Clean work area

Education
Madison Area Technical College, Madison, Wisconsin, Associate Degree in Applied Science
· Medical Administrative Specialist program
· Graduated May 2012 - 3.9 G.P.A.
Beaver Dam High School, Beaver Dam, Wisconsin, Diploma
· Graduated June 2009 - 3.75 G.P.A.
Achievements/Awards
Mildred Elser Ahrnsbrak Scholarship
Dean’s List at Madison Area Technical College, High Honors
Skills
Knowledge in MS Word, Excel, Outlook, Access, and PowerPoint
Medical Terminology, Medical Transcription
Medisoft Software
Typing, Data Entry
Organization
Detail oriented
Operating a cash register
Customer service
Time management



