Ana F. Melendez
4741 Loring Street ♦ Philadelphia, PA 19136 ♦ 267-582-3338
AnaO1206@yahoo.com
--------------------------------------------------------------------------------------------------------------------------------------- 

PROFILE:
· Very hardworking, fast learner, professional, excellent communication skills, determined, persistent, extremely organized, result oriented, and excels in a fast-paced environment.   
     
EMPLOYMENT HISTORY:  
· Romed Ambulance				Philadelphia, PA			     	          04/2015 - 02/2018
											  	          06/2003 - 11/2008
· Art of Life Ambulance				Philadelphia, PA 			                        12/2014 - 04/2015											  		          08/2012 - 10/2013
· Med Cross Ambulance 				Philadelphia, PA 			     	          01/2012 - 07/2012
· Patriot Ambulance 				Huntington Valley, PA 		    	          12/2008 - 11/2009

Administrative Assistant/Ambulance Dispatcher/Assistant Manager/ Call Taker:
· Imputed data via using various computer applications such as Microsoft Word, Excel and spreadsheet.
· Handled all client records, and overseeing employee files, certifications, and licenses. 
· Answered multi-phone lines up to 10 or more at a time.
· Performed various clerical duties such as using printer, fax machine, computer, emails, phones, filing systems, and taking credit card information over the phone for payment.
· Daily communication with medical insurance companies regarding authorizations, eligibility, and co-pays.
· Used Navitet Portal and Independence Blue Cross Portal to obtain insurance information and verification.
· Worked with nursing facilities, hospital social workers, case workers, and medical offices to obtain Medical Necessity Forms, Face sheets, Patient Files, discharge planning, and proper paperwork needed.
· Facilitating, creating, and typing up different type of forms and reports needed for the office or in the field.
· Maintained information, records, logs, and schedules of in/outbound calls, transportation vehicles being in accidents and any actions taken, and prepared a detailed report on all activities occurring.
· Managed, documented, and followed up on any complaints from clients or the community.
· Scheduled transports for clients for immediate services, future dates, and same day services.
· Dispatched EMS, ALS {Paramedics} and BLS {EMT} Ambulances, and Para-transit vehicles in response to calls for assistance needing immediate medical assistance or transport to medical facilities.                      
· Used programs such as RescueNet, Zoll Data Systems, Universal GPS System, Rite-Cad, Mobile Connect Care and Tele-track to dispatch, communicate, and track vehicles. 
· Questioned callers carefully to follow protocols to determine the type, seriousness, and location of the emergency or transport needed.
· Drove/Aided Para-Transit van {6-12 seaters} to pick up children to and from their residence, schools and daycares.


· J.D Byrider Auto Group				Emmaus, PA 		     	          06/2003 - 06/2004 
· Gilboy Ford/Volkswagen Auto Group		Allentown, PA		                         04/2002- 05/2003  
· Chapman Ford Auto					Philadelphia, PA		                         12/2000 - 12/2001 

Receptionist/ Service Manager/Cashier:
· Planned, developed, and implemented policies for operating station. Such as hours of operation, workers requirements and duties, scope of operations, and prices for products and services. 
· Prepared work schedules, and assigned workers to specific duties such as customer service, automobile maintenance, or repair work. 
· Reconciled cash with gasoline pump meter readings, sales slips, and credit card charges. 
· Ordered, received, and inventoried gasoline, oil, automotive accessories and parts. 
· Checked, and wrote out inspection stickers.
· Answered a high volume of calls, set up appointments, and dealt with customers on a day-to-day basis.
· Took customer payments by cash, check, and credit cards.
· Checking customer’s credit applications threw Equifax, Transunion and Experian.
· Resolved customer’s problems, and complaints. 
· Filed various documents, and car deals.


  	Customer Service/Macro Coordinator/Sales Representative: 
· Dealt with numerous customers of the dealership on a face-to-face basis regarding any problems, concerns, new promotions, and recalls. 
· Managed all customers’ data entry through the Macro Program, Tele-cash, and Equifax check services.  
· Sold automotive accessories to past, present, and new customers.

· S&D Marketing					Philadelphia, PA			         06/1999 - 09/2000	 

Assistant Field Manager:          
· Performed secretarial work, such as filing, and data entry.
· Assisted a sales manager in recruiting, training, and daily supervision of sales staff.
· Marketed deregulated communications, energy, and gas providers through door-to-door sales.

EDUCATION & CERTIFICATIONS: 
· City of Philadelphia_ DBHIDS				 Philadelphia, PA			                              01/2017
· Certification of Training in Storytelling Trough Health & Wellness
· The Community Transportation Association of America		 Philadelphia, PA			                              03/2014
· PASS Passenger Service & Safety Basic Training Certification
· Adult & Teen Challenge of Philadelphia		 	Philadelphia, PA 			                              12/2013
· Spiritual, Biblical & Academic Training	  
· A Ministry of Neighborhood Crusades, Inc.		 	Philadelphia, PA			                              11/2013
· Certification of Basic Biblical Counseling 			
· JEVS Human Services					 Philadelphia, PA			                              07/2011
· Certification  in Customer Service Representation                    
· Abraham Lincoln High School				 Philadelphia, PA			                              06/ 2001

 VOLUNTEER WORK:
· Building Blocks Child Center				 Philadelphia, PA 	                        09/2013 - 11/2013
· Child Care Services/Aid:
· Observe and monitor children's play activities.
· Instruct children in health and personal habits such as eating, resting, and toilet habits.
· Read to children, and teach them simple painting, drawing, handicrafts, and songs.
· Organize and participate in recreational activities, such as games.
· Assist in preparing food for children and serve meals and refreshments to children and regulate rest periods.
· Organize and store toys and materials to ensure order in activity areas.
·  Dress children and change diapers.
· Support children's emotional and social development, encouraging understanding of others and positive self-concepts.

· New For You Thrift Store			  	 Philadelphia, PA 		         11/2012 - 11/2013
· Customer Assistant/Show Room Inventory

· Pennsylvania Convention Center-E3 Staffing 	  	 Philadelphia, PA 		         01/2013 - 10/2013
       	        Philadelphia Car Show
· Preparation of Vehicles and Show Room for Exhibit Show
        	        National Urban League Conference
· Exhibitor Registration
        	        AADE {American Association of Diabetes Education Conference}
· Administrative Assistant 


· Primer Office Solution				  	 Willow Grove, PA 		         01/2013 - 05/2013
· Preparing, Organizing & Cleaning the facility  

· JEVS Earn Center					   Philadelphia, PA 		         05/2011 - 12/2011
· Customer Service Representative:
· Performed various clerical tasks but not limited to such as data entry, filing, and answering high volume of calls. 
· Calling clients and following up with their previous and future appointments.
· Greeting clients at the door directing them to the direct office.
· [bookmark: _GoBack]Training new clients for customer service position.
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