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	Michelle Selah
(817) 575-9158 | E: M.selah@aol.com
Prosper, TX 75078




	PROFESSIONAL SUMMARY
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	Friendly and prompt Front Desk Agent with good hands in using phone, computer and office equipment. Strong in multitasking, communication and interpersonal relationships to handle all front office operations. Well-versed in mitigating customer dissatisfaction with prompt service and diplomatic communication.






	SKILLS
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		· Time management
· Word processing
· Organization
· Relationship development
	· Cash Handling
· Customer service
· Communications
· First Aid/CPR









	WORK HISTORY
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	Patient Representative/Lead Front Desk Coordinator 	 10/2017 to 07/2020 
CareNow Urgent Care | Carrollton , TX
· Compiled and reviewed medical charts.
· Balanced deposits and credit card payments each day.
· Assisted patients in filling out check-in and payment paperwork.
· Took co-payments and compiled daily financial records.
· Reviewed and corrected claim errors to facilitate smooth processing.
· Explained plans for treatment and payment options.
· Increased customer satisfaction by resolving issues.
· Devoted special emphasis to punctuality and worked to maintain outstanding attendance record, consistently arriving to work ready to start immediately.
· Handled several calls on a day to day basis to address customer inquiries and concerns.
· Oversaw fast-paced front desk operations at busy urgent care facility with as many as 120 guests.
· Maintained files and records by implementing effective filing systems that boosted efficiency and organization.
· Greeted daily visitors and customers upon arrival, offered assistance and answered questions to build rapport and retention.
· Welcomed each new arrival pleasantly and confirmed reservations and identification.
· Sorted mail and other important data upon Center managers's absence, promoting quick delivery of all messages to recipients.
· Prepared weekly employee work schedules for the front desk team members ensuring all shifts received adequate coverage.
· Answered multi-line phone system, responded to inquiries and transferred calls to correct departments and personnel.
· Greeted guests at front desk and engaged in pleasant conversations while managing check-in process.
· Maintained transaction security by verifying payment cards against identification.
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	Care Partner 	 08/2016 to 10/2017 
Meadowood Assisted Living And Memory Care | Grapevine, TX
· Answered call lights and supported patient comfort and safety by adjusting bed rails and equipment.
· Monitored, tracked and conveyed important patient information to healthcare staff to help optimize treatment planning and care delivery.
· Maximized patient satisfaction by helping individuals carry out personal tasks such as dressing and walking.
· Maintained best-in-class standards for individualized care in [Number]-bed unit by continuously checking in with patients and families and quickly providing care.
· Evaluated patients to identify and address wounds, behavioral concerns and medically relevant symptoms.
· Agreed to take on additional shifts and extra hours during busy periods and holidays to maintain proper staffing and floor coverage.
· Oversaw and maintained patients' rooms, group living areas and nurse stations.
· Facilitated activities of daily living, including personal hygiene management, feeding and ambulation.
· Employed mobility devices to lift patients from chairs to beds, following all safety procedures to avoid injuries.
· Employed mobility devices equipment to lift patients from chairs to beds, following all safety procedures to avoid injuries.
· Offered immediate assistance in emergency and routine paging situations to evaluate needs and deliver care.
· Promoted good oral and personal hygiene by aiding patients with shaving, bathing and teeth brushing.






	EDUCATION
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	High School Diploma 	03/2016 
Colleyville Heritage High School, Colleyville, TX
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	Associate of Animal Science | Veterinarian Assisting 	EXPECTED IN 12/2022 
Penn Foster, Online 
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