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SUMMARY



Self-starter, multi-tasking individual with great organizational skills. Always gives a 110%. Works out of dedication and recognizes the importance of benefiting the company as well as myself.



HIGHLIGHTS

	· [bookmark: 883696960SKC11]Microsoft Office proficiency
· Excel spreadsheets
· Meticulous attention to detail
· Self-directed
· Professional and mature
· Dedicated team player
[bookmark: 883696960SKC21][bookmark: 883696960SKC21]
	· Data Entry
· Processing Claims
· Teamwork
· Call Handling
· Customer Care
· Mail management





ACCOMPLISHMENTS



· Increased office organization by developing more efficient filing system and customer database protocols.
· Took the initiative by auditing past shipping bills and discovered several disputes, which recovered Texas Nomads $33,000 in refunds from the shipping company.




EXPERIENCE

[bookmark: 883696957JTIT1][bookmark: 883696957JSTD1][bookmark: 883696957EDDT1][bookmark: 883696957COMP1][bookmark: 883696957JCIT1][bookmark: 883696957JSTA1][bookmark: 883696957JDES1]Office Administrative, 06/2013 to 07/2015Alex Brazil Productions － Houston, TX
· Receptionist/Secretarial duties, Call Handling, Filing, Spreadsheets in Excel and Word, Bookkeeping, All Aspects of an Office.

[bookmark: 883696957JTIT2][bookmark: 883696957JSTD2][bookmark: 883696957EDDT2][bookmark: 883696957COMP2][bookmark: 883696957JCIT2][bookmark: 883696957JSTA2][bookmark: 883696957JDES2]Office Administrative/Customer Service, 06/2004 to 10/2011GCV/Texas Nomads － Houston, TX
· Receptionist/Secretarial duties, Customer Service, Customer Complaint and Returns, Merchant Services Charge backs and disputes, Multiple call handling, Spreadsheets, Microsoft Office: Excel and Word, Assistant to CEO,
· Assist HR Accounting and Sales Department, Daily Sales Reports, Auditing, Creating and Updating Invoices. Office Supply Ordering, Creating a Filing and Organization System.
· QuickBooks Enterprise Solutions: Manufacturing & Wholesale Edition 9.0., Data Entry, Invoicing
· FedEx Claims, Disputes, Shipping Processing, FedEx Billing, auditing and Tracking Specialist

[bookmark: 883696957JTIT3][bookmark: 883696957JSTD3][bookmark: 883696957EDDT3][bookmark: 883696957COMP3][bookmark: 883696957JCIT3][bookmark: 883696957JSTA3][bookmark: 883696957JDES3]Medical Assistant/Externships, 09/2003 to 12/2003Centra Clinic － Houston, TX
· Computer usage, data entry, Insurance verification.
· Clinic Skills; monitoring vital signs, charting, exam methods, assisting in the examination and treatment of patients, ordering and inventorying medical supplies and administering immunization shots.
· Lab procedures; drawing blood, glucose testing and centrifuging.

[bookmark: 883696957JTIT4][bookmark: 883696957JSTD4][bookmark: 883696957EDDT4][bookmark: 883696957COMP4][bookmark: 883696957JCIT4][bookmark: 883696957JSTA4][bookmark: 883696957JDES4]Administrative Assistant, 07/2002 to 11/2002House Pro, Inc./Healthy Home, Inc － Houston, TX
· Receptionist/Secretarial duties, Assistant to the Accountant.
· Multiple call handling, Filing, Dispatching of Technicians.
· Work Order processing for HVAC and CVAC, Data Entry.
· Peachtree and Wintac experience.
· All duties for a busy Air Condition and Central Vacuum Company.



EDUCATION

[bookmark: 883696958DGRE1][bookmark: 883696958STUY1][bookmark: 883696958GRYR1][bookmark: 883696958SCHO1][bookmark: 883696958SCIT1][bookmark: 883696958SSTA1][bookmark: 883696958SCNT1][bookmark: 883696958FRFM1]Undergraduate: Health & Medical Sciences, 2016Houston Community College － Houston, TX
Member of The National Society of Leadership and Success
GPA 3.6

[bookmark: 883696958DGRE2][bookmark: 883696958STUY2][bookmark: 883696958GRYR2][bookmark: 883696958SCHO2][bookmark: 883696958SCIT2][bookmark: 883696958SSTA2][bookmark: 883696958SCNT2][bookmark: 883696958FRFM2]Certificate/Diploma: Medical Assistant, 2003Ultrasound Diagnostic School － Houston, TX
Student of the Mod
Salutatorian Academic Achievement Award 

[bookmark: 883696958DGRE3][bookmark: 883696958STUY3][bookmark: 883696958GRYR3][bookmark: 883696958SCHO3][bookmark: 883696958SCIT3][bookmark: 883696958SSTA3][bookmark: 883696958SCNT3][bookmark: 883696958FRFM3]Certificate: 2000Computer Training Classes, JTPA Services － Lake Jackson, TX

[bookmark: 883696958DGRE4][bookmark: 883696958STUY4][bookmark: 883696958GRYR4][bookmark: 883696958SCHO4][bookmark: 883696958SCIT4][bookmark: 883696958SSTA4][bookmark: 883696958SCNT4][bookmark: 883696958FRFM4]High School Diploma: 1990Tahlequah High School － Tahlequah, OK



SKILLS



· People person, Professional and friendly, Organizational skills, Active Learning, Multi-tasking
· Data Entry, Faxing, Email, Scanning, Filing, Inventory, Operating Multi Phone System, Cash handling, Shipping and receiving
· Peachtree, Computer Proficiency, Executive Management Support


