Donald Carter
1 Main Street, New Cityland, CA 91010

Home: (555) 322-7337 | Cell: 000-000-0000

example-email@example.com
Professional Summary
Detail-oriented and efficient Veterinary Receptionist with 8 years work history in Administrative Veterinarian Offices. Highly proficient in data entry MS Office and scheduling softwares and AP/AR processing. Demonstrates excellent time management and organizational skills.
Core Qualifications
	· Data Entry (70 WPM)

· PC & MS Office Proficient

· AP / AR Processing

· Inventory Management
	· Multi-line Phone Use

· Scheduling & Bookkeeping

· Medical Record Maintenance

· Veterinary Terminology


Experience
Veterinary Receptionist

3/1/2012 - Current
Precious Paws Veterinary Hospital

New Cityand, CA
· Take inventory of medical and office supplies and draft purchase orders for vendors and suppliers.

· Communicate Veterinarian orders post-operatively and medication regimens to pet owners.

· Process record transfers for outside offices or Veterinary Hospitals.
Veterinary Receptionist

9/1/2009 - 3/1/2012
NCL Veterinary Clinic and Urgent Care Hospital

New Cityland, CA
· Prepared detailed billing statements collected payments and filed patient charts.

· Ascertained patient needs and communicated emergent situations with medical staff.

· Received mail and distributed accordingly; prepared and typed correspondence.
Veterinary Receptionist

6/1/2006 - 9/1/2009
Bay Point Veterinarians

New Cityland, CA
· Acted as first point-of-contact for customers and pets visitors and pharmaceutical and medical supply vendors.

· Promptly answered multi-line phone system scheduled appointments and fielded inquiries.

· Maintained office reception area for sanitary purposes and re-stocked reading literature for customers.

Education
High School Diploma

2006
New Cityland Senior High School

New Cityland, CA
