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Averi Baylor
averibaylor14@gmail.com |  |  C: 267-539-6366 |  1617 N. 55th Street , Philadelphia, PA 19131
Summary    	
Dedicated and detail-oriented Customer Service specialist with 4 years of experience. Excel at prioritizing, completing multiple tasks simultaneously and following through to achieve goals. Flexible and goal-oriented team player with expertise in scheduling, customer relationship management and document control. Dependable self-starter seeking to leverage background into a  role with a progressive organization.
Skills    	
	· Team leadership
· Excellent interpersonal skills
· Strong telephone and communication abilities
· Navinet
· CPR & First Aid Certified 
	· Microsoft Office (Excel, Word, PowerPoint, etc.)
· EPIC
· Medical Termiology
· Excellent organizational skills and attention to detail
· Typing speed- 55 wpm


Experience    	
	Beaumont At Bryn Mawr | Bryn Mawr, PA
Concierge
04/2017 - Current
	· Prepare admitting and discharge records and forward the information to proper departments
· Maintained required records/ logs and delivered packages to the appropriate residence
· Answered desk phone and handled phone calls and questions. 
· Reviewed payments that had been received and applied them to the appropriate patient accounts.
· Interviewed patients as they entered the facility and entered patient data into the electronic system.



	Veritext Legal Solutions | Philadelphia, PA
Receptionist
02/2015 - 08/2017
	· Welcomed guests and clients in an upbeat and friendly manner.
· Maintained reception area clean and neat to provide visitors with a positive impression of the company.
· Managed clerical needs of company employees, including copying, faxing and file management.
· Responded to telephone inquiries from clients, vendors and the public.
· Communicated with contractors and vendors to place and receive orders, request maintenance services and deliver instruction on behalf of office management.



	Vincent's Pizza | Philadelphia, PA
Lead Cashier
07/2014 - 01/2018
	· Pleasantly greeted customers and made eye contact when they walked into the store.
· Effectively made change on the cash register, handling payments by cash, credit, debit and personal checks.
· Increased sales opportunities by upselling and cross selling products, using tried and true creativity and persuasion methods.
· Supported other areas of the restaurant as necessary, such as set up, cleanup, prep work and equipment maintenance.
· Stocked, priced, front-faced and rotated merchandise.
· Trained and mentored new employees.


Education    	
Mastery Charter School | | Philadelphia, PA, United States 
High School Diploma 
2016
Ranked in Top 5% of class
3.98GPA
Lehigh University | | Bethlehem, PA, United States 
Associate of Applied Science in Bioengineering 
2020
3.7 GPA
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