Coretta Butler
Secretarial, PBX Operator, File Clerk, Medical Billing Specialist, Call Center Representive, Medical Records Clerk,
3508 70th Street Apt 302 - Moline, IL 61265
corett42@aol.com - 309-292-0863
Administration, Secretarial, Billing, Data Entry, Customer Service, Switchboard Operator, Radiology File Clerk, Crew Trainer, Management, Records Management, Business Communications,
Work Experience
Crew Trainer
Mac Speedys 
-
East Moline, IL
-
January 2012 to Present
Training new employees, taking orders, stocking
Call Center Representive
Group O 
-
Milan, IL
-
October 2012 to June 2013
answering phones, data entry, activing reward cards, creating accounts,
Crew Trainer 
Ivory Coast Management 
-
Portland, OR
-
March 2010 to December 2011
customer service, taking orders, cleaning
Donut Maker
Sesame Donuts 
-
Portland, OR
-
April 2008 to May 2008
Making donuts, preparing donuts
Cashier 
Safeway 
-
Portland, OR
-
October 2006 to March 2008
customer service, accounts receiveable
Cashier
Pricechopper 
-
Albany, NY
-
September 2005 to July 2006
customer service, payroll
Receptionist 
Mailworks 
-
Albany, NY
-
September 2004 to April 2005
answering phones, filing, data entry, billing, scheduling appointments
Cashier
Mother Hubbards Cupboard 
-
Rock Island, IL
-
March 2000 to May 2000
Stocking, pricing groceries, selling lotter tickets
Teleservice Representative
Missisippi Valley Regional Blood Center 
-
Davenport, IA
-
November 1999 to February 2000
Scheduling appointments, filing, data entry, answering phones
Switchboard Operator/Radiology File Clerk
Illini Hospital 
-
Silvis, IL
-
August 1997 to July 1999
Answering phones, paging supervisors, filing x-rays, creating new patient x-ray files
Customer Service Representative
Serv-a-Lite 
-
East Moline, IL
-
December 1996 to June 1997
Answering phones, data entry, filing, taking orders for wholesale stores
Education
Associates in Medical Billing Specialist
Ashworth University - 
Norcross, GA
January 2008 to January 2009
Associates in Administrative Assistant Specialist
Hudson Valley Community College - 
Troy, NY
January 2004 to January 2004
Associates in Legal Office Specialist
American Institute of Commerce - 
Davenport, IA
January 1993 to January 1995
High School Diploma in General Studies
United Township High School - 
East Moline, IL
1983 to 1987
Skills
Shorthand, Dictation, Word processing, records management, data entry, scheduling, excel, word perfect 5.1, microsoft outlook, multi-line switchboard, medical terminology, icd-9, coding

