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Key Skills
	
Office Skills:
	Customer Service Expert    Skilled in Medical, Travel, and Food Service Industry
Telephone & Front Desk Reception  Customer Service  Filing Database & Records 
Management  Executive & Administrative Support 
Reports & Spreadsheets    Complaint Handling  Data Entry 

	Computer Skills:
	Word  Excel  Windows Micros   RDP Win  Outlook  Medisoft & EMR

	Personal Attributes:
	Fun ■ Outgoing ■ Friendly ■ Sharp ■ Versatile ■ Resourceful ■ Ethical ■ Reliable Adventurous ■ Open-minded ■ Easy-Going 


Professional Experience
City View Villa (Los Angeles ,CA)  Dietary Server
· As a dietary server at an assisted living facility, I ensure that the residents receive meals that meet their strict nutritional needs, as well as satisfying their personal tastes. All the while maintaining a constant clean a d sterile work environment.
Portland Alternative Clinic (Portland, OR)  Medical Assistant
· As an intern, my responsibilities included assisting the doctor by rooming patients, taking their vitals and medical history and inputting the information into the EMR program.
Oregon Garden Resort (Silverton, OR) ■ Front Desk Associate
· Demonstrated proficiencies in telephone and front-desk reception within a high-volume environment. Checked in and out guests, concierge to the hotel, bankrolling & night all departments of the resort and night auditing.
Glockenspiel Restaurant (Mount Angel, OR) ■ Server
My duties included customer service, answering phones, cash handling, making drinks, and serving food with a fun and professional style in a high-end restaurant.
Mesa Airlines (Phoenix, AZ) ■ Flight Attendant
My essential duties were customer service, while ensuring passenger safety, by enforcing the FAA regulations.  Using my creative personality, I aided my passengers by remaining in control when faced with all situations, while continuing to provide a serene flight environment.
Education
Pioneer Pacific College (Wilsonville, OR) Medical Assistant Degree, 2011
	



