
Arnie Bland
1137 W Willow Sr Stockton Ca9520B
(2W) 992-177 5 - albland3l@smail.com

Ob;tectioe
worlr in an organizatiorr to utitize my leadership skills and develop the team dynamics necessary for theorganization to grow' Pursuing a Minagers position to utilize alf skill sets oevlioped in my career in ,customerServ ce support.

Prtfu stuff-Eair oaks, cA 
J/.20?5_present

I rocesser
I ( lustomer service support included: Customer Data Entry, Answer phones, Answering cr:ntractors euerstions.I l ccounting support functions included: Processing and invoicing the banks. Ensure that our contractors get paida rd also the organization received proper funds from the banks.

O o at t ons-W est S acrament o, CA

C ustomer seruice Manager
r E rsured customer service, inventory control and monetary respofrsibility for concessions operations.
r T'ained workers in food preparation and in-service and safety prpcedures as well as supervise and participate intl e kitchen and dining management. Facilitated fluid business operations during high volume demands.
Golde nValley Charter School-Fair Oaks, CA 9/201_4_3/20L5

Ttachers Aid/Sub
I A;sisted teachers in the classroom with children ages 6 to 12. parficipated in an after school program calledA tercare' Children go to Aftercare when their parents could not pick up their children on a timely basis.
r Cr tstomer Service support in the office, answering phones, taking messages, taking care of parenfs and clildren,s

ne eds.

Dn f at ice E York, LMET-Cameron p ark, CA 4/20L4-1U2014

6120L2-Pt'esent

Ofitce Assistant
r Re sponsible for creating and updating patients' medical records apd migrating paper environment to electronic

he ilth records. Create new fire system in accordance with EMR syftems.r Re sponsible for completing and submitting insurance claims. Hanple insurance verificallion. Accept co-pa.y andpr vate pay' Enter patient data into computer system. Handle patifnt billing. prepare correspondence for 6octor.

Edu<ation

Ultima te Medical Academy -Tampa, FL
2a014

Analyz e and code surgical procedures and diagnoses using proper mepical codes, competently collaborate acrosscollecti rn/billing departments to ensure billing-related issues aie resofved. Diploma

Heald llusiness College-Salinas, CA 
2000

Receivt d my certificate in Computer Business, AAS

Skillrr

Micros< 'ft office suite, Typing 55wpm, 10 key by touch, utilize Microsqft office to stay organized,Data Entry.

Persont I athibutes: Self-motivated, Goal oriented, Compassionate, Can adapt in stressful sifuations.


