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      tonya r

      
        Super Receptionist
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Adjustment clerk
          	
            Location:

            
              Antelope, OR
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    High energy, professinal, exceptional customer service, strong leadership skills, very detailed,friendly, motivated, loyal

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Crews Laser Center	

				(Confidential)

				3/2007 - 11/2007


    

    
  

  

  

  

  





  Accomplishments

  
    Highlights:

    Greeting patients,phones,creating patient files,directing patients,computer,word excel,officemate,outlook express,spread sheets, summary reports,monthly reports, entry fee slips,payments, billing, credit apps,data entry,customer service,filing, mail,email,ordering supplies, surgery prep, equipment start up, appointment setting,scheduling, open/closing,inventory,copying,faxing,coffee,organizing office.
    
      Companies I like:

      Nike,  Cosmopolitan,  Covergirl

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Ecommerce Strategy and digital marketing channels optimization - SEO, SEM, email, affiliates - for high-profile accounts.	
	Technology Solutions	
	Sales Support	
	Software Implementation	
	Requirements Analysis  & Specification	
	Leadership 	


    

    
  

  

  
    

    Keywords

    
      	receptionist
	secretary
	customer service
	office manager
	photographer


    

    
  

  
    

    Responsibilities

    
      Currently office manager,finance manager, and advertising asst. of a medical lasik eye company
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