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Overview
I am a fast-paced customer service oriented person who is motivated and willing to handle a wide variety of challenges and responsibilities. My strengths include organization, negotiation, resolving customer concerns, and communication. I work well under pressure both independently and as part of a team. I am always on time and ready to conquer a challenge with a smile on my face. 

Employment
Dr. Scaff Plastic & Reconstructive Surgery and Pediatrics: Pasadena, CA 
Patient Coordinator | March 2014- February 2015
· Responsible for managing the office, including day-to-day operations. Accounts payable, and accounts receivable. Assist in reviewing vendor contracts, invoices and interacting/ assisting accountant in daily and monthly sales. 
· Involved in strategic planning and marketing. Managing all social medias; and updating social blogging networking sites. Create email blast, promotions, and advertisements. 
· Daily authorizations for HMO's, PPO's, Medicare and Medical. Responsibilities include processing authorizations, verifying eligibility and benefits.
· Provide excellent customer service including problem solving; timely follow up, assisting in answering phones and scheduling appointments. Carry out all transactions with financial lending company for patient loans and maintaining medical records. Preparing for procedures including gathering all patient information, consent forms, medical history, and providing information about procedures. 

Ra! Sushi: Leawood, KS
Server, Hostess | October 2012 – November 2013
· Delivered exceptional, friendly, and efficient service.
· Skillfully anticipated and addressed guests’ service needs.
· Wide variety from opening to closing duties. 
· Serve guests with thorough knowledge of menu and cocktails.
· Assist coworkers during shift with running food and side work duties.
· Closing duties make sure all coworkers have completed side work.

Olive Garden: Overland Park, KS 
Server |April 2010 – October 2012
· Demonstrate genuine hospitality 100% guest satisfaction while greeting and establishing rapport with guests.
· Guide guests through menus while demonstrating thorough knowledge of the food, beverages, and ingredients. 
· Precisely describe menu items and special offerings and appropriately identify wine pairings.
· Proactively prepare for large parties and reservations, anticipating planning and staffing needs.
· Assist team members in opening, closing, duties, and consistency in running food to guests. Hot food hot, cold food cold.

Cunningham Appraisal: Leawood, KS 
Administrative Assistant | March 2008 – November 2011
· Assisted in going onto locations to facilitate estimate on property.
· Transcribed phone calls with customers, noted appraisal estimate and requirements. 
· Managed scheduling with owner, and handled orders processed. 
· Assisted customers with accounts and information on products. 
· Assisted with marketing, new products, advertisement.

Education
Johnson County Community College |Overland Park, KS
Business Marketing
Psychology 
Business Management
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