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      Laura A

      
        PT Office Manager Postition
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Office Clerk
          	
            Location:

            
              San Antonio, TX
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    professional, friendly, compassionate, organized, excellent multi-tasker, eager to learn, works well under stress/deadlines

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	American Dance Co	

				(Confidential)

				/2005 - /2006
	Forte Rehabilitation and Wellness Center	

				(Confidential)

				/2003 - /2006
	Dorothy Keck Dancers	

				(Confidential)

				/2001 - /2006


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Incarnate Word High School	High School Diploma	2000	
              
                High School/GED Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      Physical therapy offices that have a strong commitment to providing quality patient care that goes beyond just medical treatment.  

    
  

  

  

  

  

  
    

    Responsibilities

    
      I directly oversee 4 employees.  I make sure all tasks are being completed efficiently and correctly as well as delegate tasks when working on projects.  I also indirectly supervise 3 therapists to make sure they are staying on schedule and completing reports to stay within insurance guidelines.  I am also the intial contact for new patients.  I believe that first impressions are the most important and the most memorable for patients.  This makes it  important to present a professional and organized image to new patients/clients so that they can feel safe and trust the expertise of our therapists.
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