
XXXX XXXX

XXXX, Maryville, MO 64468
· XXX-XXXX-XXX 

· Cell: XXX-XXXX-XXX

XXXX@XXXX.XXX

OBJECTIVE

A position in a reputable organization where my experiences and skills can be utilized.

HIGHLIGHTS

	· Team management

· Meticulous attention to detail

· Skilled multi-tasker

· Scheduling
	· Deadline-oriented

· Process improvement

· Client/Patient relations

· Customer service



EXPERIENCE

RE/MAX PRIORITY ONEMaryville, MOPart-Time Receptionist01/2013
Direct Phone Calls

Schedule Appointments / Showings

Rental Property Management

Create On-Line Listings and Videos

BAKER CHIROPRACTIC AND REHABMaryville, MOReceptionist / Front Office Manager05/2010 to 02/2013
Provided Silver Tray Service

Monitored Office Flow

Managed Scheduling

Handled Cash Drawer and Daily Deposits

Maintained Accounts Receivable

Reviewed Patient Accounts / Daily Charges

NORTHWEST SERVICES / ADVANCED PERSONNELMaryville, MOStaffing Specialist / HR and Assistant On-Site Manager07/2006 to 05/2010
Office Management / Payroll

Application Processor / Interview / Hire Associates

Administered Drug Screens and Background Checks

Coordinated a group of 20+ Employees

Effectively Communicated with Team Members to Maintain Defined Expectations

Resolved Customer Questions, Issues and Complaints

Generated / Distributed Daily Reports and Order Acknowledgments

DR JEFFREY GARDNER DENTISTRYMaryville, MODental Assistant02/2004 to 07/2005
Possessed a High Level of Professionalism

X-Ray Development

Exceptional Communication Skills

Ability to Work With All Ages

EDUCATION

ASSOCIATES : COSMETOLOGY / RECEPTIONIST2002Vatterott College, St Joseph, MO

HIGH SCHOOL DIPLOMA: GENERAL2001Northeast Nodaway R-V, Maryville, MO
Salutatorian

Student Council President
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