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Objective: Self-motivated individual looking to use customer service skills to support co-workers and clients using exceptional interpersonal skills and build knowledge.

Work History
Campbell Family Funeral Home                                                                                                  7/2017
435 North Easton Road
Glenside PA 19038

Funeral Service Manager
Administrative: 
Maintaining Website daily for updates for services, questions, approval of condolences and donations
Filing, scanning, answering phones daily activities of the office
Submitting appropriate paperwork to state officials to obtain death certificate
File death certificate and other legal documents with appropriate authorities
Resolve insurance claims
Apply for funeral benefits or notify Social Security Administration or U S department of Veteran’s Affairs of deaths 
Funeral Service Duties:
Offer counsel and comfort to family of deceased
Arrange for removal of deceased loved one
Provide information on funeral service options
Help coordinate date time and location of visitation, funeral or memorial services, burials and cremations
Answering and assist with any questions from family about order of service
Confirm with outside agencies [car services, printer, florist, and clergy] final wishes
Provide information and resources for counseling and support groups
Work with clients who wish to plan services in advance for self 
Arrange flowers and lighting for viewing and services
Direct family and friends during services
Assist Funeral Director with any other arrangements needed  

Education
1199C Training and Upgrading                                                                                    Telemetry
                                                                                                                                           Certificate of Completion
                                                                                                                                           2017

1199C Training and upgrading                                                                                     PN Program
                                                                                                                                           Certificate of Completion 
                                                                                                                                            2012
                                                                                                                                            LPN License 2013

1199C Training and Upgrading                                                                                       Claims Processing and 
                                                                                                                                              Billing 
                                                                                                                                              Certificate of Completion
                                                                                                                                               2007

1199C Training and Upgrading                                                                                        Certificate of Completion
                                                                                                                                                1996
                                                                                                                                                State License
                                                                                                                                                1996
Cardinal Dougherty Catholic HS                                                                                        Diploma 1988

Skills and Competencies
Well rounded experience in customer service
Excellent verbal and written communication
Marketing strategies
Attentive to details
Empathetic and compassionate to others
Time management efficiency
Customer service skills
Self-starter

Awards
Directors Award
Class President

Other Work History
Maxim Home Healthcare                                                                                                    2015/2016
870 West Main Street
Lansdale, PA 19446

Seasonal Flu clinics

Thomas Jefferson University Hospital University                                                          1989-2018
Custodial Services
Interacting with co-workers, visitors, and lab staff to help in abiding with core values of University consistent with job title.
Maintaining annual company standards and regulations based on OSHA and JACHO policies and procedures regarding the handling of Bio-hazardous chemical, materials and general waste.
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