ASHLEY M. OLMSTED
2011 State Highway 33
Crete, NE 68333
(402) 419-6524
afilip_03@hotmail.com

EDUCATION		Northeast Community College
			Associates Degree in Veterinary Technician

EXPERIENCE 		Olmsted Automotive, Crete, NE
			May 2007-Present
			Sales Associate/ Co-Owner	
· Supervisor for an automotive business. Taking care of the bookkeeping, managing the sales on the internet, handling customer’s money.
· Professionally answering customer’s questions about the item, preparing the item for sale, taking pictures of the item, uploading the items on the internet to be sold. 
· Professionally packaging the item so they are safe during delivery.  Managing the customer’s satisfaction about the item they are purchasing.  Supervised 3 other employees during their shifts, and ensured they were on task and complete tasks and duties required of them while at work. 
Vondra Veterinary Clinic, Lincoln, NE
October 2009 – June 2011
Veterinary Assistant/Veterinary Technician
· Assisted a small animal Veterinarian with a variety of tasks including surgical preparation, radiographs, administering medication and injections, filling prescriptions processing blood work and tissue samples, and animal restraint. 
· Responsible for learning all aspects of the veterinary management system software (AVImark) and training other employees on how to use the program effectively 
· Handled customer concerns including questions about their pets, medications, billing, and preformed regular office duties such as answering phones and scheduling appointments.
· Manage boarding schedule and helped care for boarded animals during and after business hours. 
Eden Management, Lincoln, NE
June 2009 – October 2009
Receptionist
· Assisted daily office duties such as answering phones, making copies, preparing the showing schedule, cleaning the office area, filing the charts.
· Handling the customers rent money for the month, dealing with over 50 renters a day with their rent money and giving them a receipt and their change. Preparing the list of all rentals that are available, keeping the low income apartment sheet up to date. 
· Handling the mail every day , making sure all customers are satisfied with their rentals,  scheduling all showing .
Dr. Richard Marks, Derby, KS
August 2007 – June 2009
Doctor Assistant/Receptionist 
· Managed the front desk at a Optometry office, answered phones, scheduled all appointments for the  patients to see the doctor, answered the patients questions about problems they are having, 
· Preparing the patient for the doctor for their eye exam. Having the patient read the eye chart, glaucoma check, asking them exactly what their concerns are.
· Manage the recall system, Calling the patient 2 weeks in advance to remind them of their appointment, reschedule patients appointments.
· Prepared the patience insurance information, called the insurance company to verify the patience coverage.  Covering the insurance coverage with the patient. 

Lothrop Animal Clinic, Crete, NE
February 2003 - June 2007
Veterinary Assistant 
· Assisted a small and large animal veterinarian with tasks including radiographs, preparing the animal for surgery, administering medications and injections, filling the prescriptions for the animals and making sure the pet owner knows the directions with the medication, processing blood work, and animal restraint.
· Preforming regular office duties such as answering phones, managing the schedule,  keeping the clinic clean, preparing the exam rooms for the patience,  keeping the clients notified of the new products, 
· Manage the boarding schedule, and helped care for boarded animals during and after business hours. 
Russwood, Crete, NE 
April 2006 – May 2007
Receptionist 
· Manage the front desk at a car dealership, direct the customer to the appropriate office, and answer customer’s general questions about their vehicle. 
· Responsible for answering the phone and transfer the call to the appropriate person, filing the customers chart, making copies, preparing the customers vehicle chart. 
· Making sure the show room is cleaned and organized, general cleaning duties, making sure the customer is satisfied with their new vehicle. 
[bookmark: _GoBack]SPECIAL SKILLS
· Proficient in Microsoft word, Excel and PowerPoint   

· Experienced in dealing with customer concerns and interacting with customers
· Able to manage time well while completing multiple tasks
· Efficient at researching on the internet and composing documents regarding information found while conducting research
· Able to work productively in small groups while taking on a leadership role and listening to others ideas, concerns and needs  

REFERNCES 
· Dr. Jeremiah Vondra
Veterinarian 
Vondra Veterinary Clinic 
2400 West Van Dorn
Lincoln, NE 68522
(402) 477-1113

· Dr. Richard Marks 
Optometrist
Dr. Richard Marks Office
Derby, Ks 67037
(316) 788-1535

· Gary Lothrop
Veterinarian
Lothrop Animal Clinic
Crete, NE 68333
(402) 826-5149




			
