Ashley Hurt

551 CR 361

Bono, AR 72416

April 16, 2013
To Whom It May Concern:

I am writing in response to the position that is presently available in your office. I feel I have the skills required to fill this position and would welcome an opportunity to meet with you in that regard.  

My previous work experience includes being a Patient Service Representative at Medical Solutions of AR, LLC.  My job requirements have included data entry, contacting patients and doctor’s offices, maintaining a relationship with patients and doctor’s offices, being presented with and exceeding company weekly and monthly quotas, and various other clerical duties. 

I have attached my resume’ for your review and I look forward to hearing from you.

Sincerely,

Ashley Hurt
ASHLEY HURT

551 CR 361 Bono, AR 72416
870-351-6433

ashleyhurt0112@yahoo.com
Objective

I am seeking a position as a Receptionist in your company.

Education

August 2006 – May 2010 – Westside High School, Jonesboro, AR

· Graduated with Honors

· Achieved a GPA of 3.9

· Squadron Commander of the Air Force JROTC Program.

August 2010-2011 - Arkansas State University, Jonesboro, AR

· Major – Undetermined 

Experience

February 2011 - present - Medical Solutions of Arkansas, LLC - Jonesboro, AR
Patient Service Representative
· Contact existing patients on a 3 month basis to ensure the timely delivery of their next order.
· Assist in answering all incoming calls to the diabetic department.

· Daily contact with physician offices to obtain accurate documentation in order to complete the delivery process of equipment.

· Filing and preparation of patient charts.
· Responsible for training of new hires within the first three months of my employment.
· Knowledge and use of Outlook, Excel, Microsoft Word, and Noble House.

February 2010 – December 2010 – Shoe Carnival – Jonesboro, AR
Women’s Department Lead/Cashier
· In charge of layout, organization, and cleaning of the Women’s Department and the other employees in Department.
· Great customer service skills.
· Register sales.
References:
Michelle Brooks – Office Manager, Medical Solutions of AR, LLC

870-910-7658

Vanessa Hunter – Billing Supervisor, Medical Solutions of AR, LLC

870-512-9243

Christy Cook – Mentor

870-761-5921

Starlene Heath – Family Friend

870-530-9259

