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	Objective
	
	[bookmark: _GoBack]Outgoing current administrative assistant with an AA in Early Childhood Education and a BA in Psychology +10 years of experience in customer service & patient care. I’m seeking to leverage my education and professional expertise and to grow in the new role with CORA.

	Skills
	
	Microsoft Office
Bookkeeping
Schedule Management
Quickbooks
Event Coordination
Attentiveness
Ability to use positive language
Patience 
Training seminars on guest relations & customer service, Interpersonal & communication etiquette
Resourceful team player who excels at building trusting relationships with colleagues
Works well independently and in a team environment
Great at prioritizing, and juggling multiple tasks efficiently and effectively


	Work History
	
	Administrative Assistant/Patient Coordinator
Philly Smiles PLLC 
10/2003 - present

· Coordinate patient treatment plans
· Discuss financial obligations 
· Schedule & manage patient appointments
· Determine patient dental coverage 
· Dental insurance billing 
· Purchase office supplies and monitor inventory
· Maintain patient correspondence between other offices in accordance with HIPPA compliance




Executive Assistant 
Let Them Rock
01/2015-present


· Serve as principal administrative contact & liaison between schools of rock & founding partner
· Coordinate events, oversee & manage time sensitive material
· Prepare routine correspondence including letters, emails and reports
· Manage complex calendars, meetings, appointments and travel arrangements
· Prepare reports and financial data along with writing checks & preparing ACH payments.

Apartment Management 
Philadeline L.P. Properties
01/2005-present 


· Maintain apartment facilities in the demanding Center City area
· Create and update residential lease contracts
· Collect rental payments
· Market & show available apartments
· Serves as principal contact/liaison between the buildings’ owners and tenants

Nanny
Rebecca Nolt
2016-2017
· Created a stimulating, nurturing, and safe environment for the child
· Supervised the child’s activities
· Dressed the child
· Place the child down for naps and bedtime
· Bathed the child
· Changed diapers
· Performed housework related to child care, including washing the child’s clothes, cleaned up after meals, tidied play areas, and washed bottles
· Taught the children good social manners
· Played with the children, both indoors and outdoors
· Planned and lead educational activities, including reading, with the child
· Drove the child to and from activities



	Education
	
	Bachelor of Arts, Psychology-2014
Temple University-Philadelphia PA 



	
	
	CPR/First Aid
06/2018-06/2019
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