SONJA WARD
4225 Richfield, Aurora Co 80013
(310) 409-6414
Sonjaward2013@yahoo.com
    Objective
                     Seeking employment with a great company, with opportunity for growth.
[bookmark: _GoBack]Skills
· Answer  Multi-Line Phones                                      CPT                                       
· ICD-9-CM
· Microsoft Word/Excel
· Medical Terminology
· Data Entry 6500 SPM
· 10 key by -touch
 Education
WRIGHT CAREER COLLEGE
· AAS Health Care Administration                        Overland Park, KS
October 2012- March 2013
Work Experience
   April 2009 – August 2011 SUPERIOR GROCERY STORE Compton, CA
           Cashier/Bakery/Meat Clerk
· Cashed customers out at checkout. 
· Kept a running ledger of deposits.
· Help train new employees on policies and procedures.
· Responsible for the correct ordering on cake orders.
     December 2007-March 2009 Non-Cash Payment System Kansas City, MO
            Administration Assistant/Customer Service Rep
· Answer multi-Line Phones.
· Scheduler Appointment.
· Process daily payments.
· Complete field orders for terminal request 
· Did customer satisfaction follow up calls 
     June 2007-December 2007 ARGOSY CASINO Kansas City, MO
            Cage Cashier
· Processed customers personal checks, credit card withdrawal
· Tracking transaction via the computer.
· Kept a running ledger of all deposits.
· Maintain good customer relations while fulfilling customer /player cash need in a timely matter.
    January 2004 - June 2006 ARGOSY CASINO Kansas City, MO
               EVS/Cage Cashier
· Maintain good customer relation while keeping the Casino clean.
     May 1999- December 2003 MATRIX FINANCIAL SERVICE Phoenix, AZ
             Mortgage Servicer/ Lock Desk Assistant/ VP Administration Assistant
· Service and process daily payments, research and reconciliation of delinquent payments.
· Provided servicing to outside lenders, with all required information for loan programs.
· Process and mailed all in coming outgoing letters expenditure. Included but not limited to others various duties.



Volunteer 
Heartland Hospice 
· Filling
· Answering multi-line phone system, while routing to correct department.
· Data entry
· Put patient files in company checklist order.
 

        
 

 










