
 OBJECTIVE 
Seeking a challenging and diverse position with your company that provides growth and learning opportunities for a seasoned professional with exceptional customer service, organization, data analysis, problem solving, and written and spoken communication skills. 

Profile
A vast work history that shows flexibility and adaptability in a variety of situations.
Exceptional oral and written communication skills 
Strong ability to effectively execute tasks and responsibilities. 
Ability to consistently and courteously address the needs of others on a daily basis.
Proficient in Microsoft Office Suite; Microsoft Word, Microsoft Excel, Powerpoint, Outlook, and Access. 
Typing speed 53wpm
Able to multi-task, work independently, with minimal supervision 
Anxious to learn new things, quick learner, team player as well as a self-starter, willing to jump in to lend assistance wherever needed, very accommodating with a pleasant personality and professional demeanor. Stevanna Poole 
484-773-4253      stevannamp2019@icloud.com       141 E. Plumstead Ave, Lansdowne, PA 19050


Professional Experience
Administrative Assistant, Growing Together Academy, 2018-2019
Ran front office professionally and efficiently
Handled all duties pertaining to front desk reception including but not limited to greeting parents and families
Answering telephones and taking detailed messages 
Sending and receiving professional emails related to the operation of business
Scheduling tours for prospective students and families and as well as scheduling any necessary meetings or phone conferences for the owner or director of the facility 
Responsible for correctly and efficiently on-boarding all new employees 
Filing, maintaining, safeguarding and updating as necessary all employee and student files and all pertinent information and forms required by the state of Pennsylvania in a childcare facility, such as background checks, clearances, medical information, etc
Receiving childcare payments and co-payments and issuing receipts 

Front desk Receptionist,  SOCIETY HILL OPHTHALMIC ASSOCIATES, 2017-2018
Responsible for front desk office duties including but not limited to: 
Opening office and reception area
Answering multi-line telephones, transferring calls and taking detailed messages
Checking patients in and out
Setting and confirming appointments; third party scheduling 
Filing, data entry, entering and updating patients demographics and insurance information as necessary 
Faxing/scanning/copying/printing a variety of paperwork daily
 Scanning patients medical documentation into their files while maintaining confidentiality according to HIPPA regulations
Faxing eyeglass and contact lens prescriptions to various optical centers as well as to patients directly; placing contact orders for patients
Verifying patient’s insurance eligibility through Navinet and various insurance websites
Collecting payments and co-payments from patients
Contacting other physician offices for patient referrals and entering them into Medinformatix for upcoming appointments

Teller/cashier, UNITED CHECK CASHING, 2016-2017
Performing teller services which include accepting utility payments, issuing money orders, western union transfers, check cashing, PA lottery, distributing septa passes and tokens
 Responsible for balancing and settling teller drawer and store at the close of business
Running various reports to close out the end of the day
 Check verifications  
 Responsible for maintaining the database by updating customer information as well as data entry of new customer information
Responsible for collection on returned checks and bad checks while applying the necessary fees and updating repayment logs 

Claims service assistant, STATE FARM INS,2015-2016
ADA Processing; entering electronic drafts into computerized system creating an electronic claim
Calling agents to verify facts of loss 
Call center; taking incoming calls and speaking with agents, service providers, medical providers, customers, attorney’s and directing them to the appropriate claim handler’s and extensions
Verifying payments that have been distributed

Teller/Office manager, SAG MANAGEMENT/ FAMILY FINANCIAL SVCS, 2012-2015
Began as a teller in 2007 and was promoted to management within a year after displaying a willingness to learn and successfully proving that I was proficient and knowledgeable in all areas of operation. 
Providing excellent customer service to ensure all customer‘s needs and inquiries were met and addressed in order to build good rapport and ensure repeat business. 
During and after the acquisition from SAG Management to Family Financial Services I played a key and instrumental role in the successful transition of the office while maintain customer’s confidence, training other associates on new programming, policies, and procedures, while also upholding teller and branch responsibilities. 
Increased sales and business by offering new products and services.  Cut down wait time for customer traffic flow by listening effectively to customer’s request and executing transactions quickly and accurately. 

Education
Delaware County Community College — Computer Information Systems, N/A — 2011-2012
Agora Cyber Charter School — HS Diploma — 2007-2011
References
Available upon request 

