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	Objectives
To obtain a position of employment in which my clerical background may be enhanced, while allowing me to pursue a higher educational resume, in the Administrative organization.                                                                                                                
Education
Frankford High School 
1997
Diploma 

Computer Learning Center
1999
Certificate of Completion 
experience

Elwyn Audiology |Administrative Support/Secretary
2013- Current   

Maintain records of patients who currently have purchased hearing devices. Maintain records pertaining to audiology testing in reference to profound hearing loss or changes. Maintain an office environment distribute proper information in reference to hearing devices and test procedures. Current access and daily usage of Hear Form (patient scheduling), NaviNet (patient insurance verification) and Promise (state benefits verification) data bases that help verify patent medical coverages as well. Fax and receive proper documentation from outside physicians and medical offices in reference to current and future patient(s) appointments and durable goods request. Maintain required data in reference to personal health information. Provide a clean waiting room. Manage incoming/outgoing calls. Sort through switch board phone service AVAYA. Assist with patient registration update patient information as well as and not limited to insurance verifications, scan/print, obtain appropriate prescriptions and consents (General POA in adherence with state regulations, personal identification retrieval, and current medication consumption. Distribute proper equipment or sales of accessories to maintain device functions and capabilities. Greet each consumer in a courtesy and professional manner. Schedule and cancel appointments while maintaining a daily and yearly log, via Here Form data entries

Direct Care Provider/ Residential Living Staff | Elwyn Residential 
2012-2014
Maintain individual guidelines in reference to one on one consumers located in the community and on campus whom required daily assistances such as assistance with eating, bathing personal hygiene, cooking, laundry and supervision to maintain a healthy and safe living environment. 


After/Summer Tutor Pre-School Asst. | Children’s Garden Academy
2009-2011
Assist primary teacher with maintaining class room structure for children ages 4-5yrs. Assist in daily task, Reading, Writing, Comprehension, Mathematics, Special Education (CCIS), Language skills and preparation for main schooling. Assisted with lunch preparation and nutrition.  Maintain a clean environment with state laws per regulations with children’s care.

Collections Clerk  | Internal Revenue Service IRS
1999-2004
Collect incoming cases upon receipt updated current source information, Sort cases with the department to the appropriate departments. Assisted with certifications and payment arrangements. Keep count of case workload distributed daily meeting quota for unit achievement. Keep minutes during department meetings and document time for unit as well pertaining to time sheets and work management of floor. Trained unit on certified mail receipts and control.  













Skills
Currently type 60 words per minute. Familiar with numerous programs Excel, Microsoft Office, Word, HearForm (Medical Records data base), One Note, Outlook, adaptive work ethic, etc. 


Personal/Volunteering
Currently I volunteer with Girl Scouts of America within my community for over 5yrs. I volunteer every Friday evening for 3hrs with girls’ ages
7-12 and 11-13 years of age.

I also enjoy participating in a variety of community services such as feeding the homeless, distributing gently used clothing, organizing trash clean up, painting, and recycling. As well as other community projects.

Helping to build personal character and positive relationships with the youth within and outside our communities.

I’ve partnered with an Event Planning Business for several years since 2004. My main priorities are but are not limited to; coordination secondary contact, contractual agreements, payment arrangements and social coordinator of special events.

Direct sewing course for 2hours. Volunteer tutor of academic studies helping to maintain grade point averages of 4th 5th and 6th grades, as well as chaperoning outings during field retreats.
This is a service I enjoy in my spare time. I feel it’s a fulfilling enhancement of who I am professionally as well as personally. I hope to continue to be a part of in the future.
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