Sandra Hurt
551 CR 361

Bono, AR 72416

March 8, 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,

Sandra Hurt

SANDRA HURT
551 CR 361 Bono, AR 72416
870-351-7848
shurt.7170@gmail.com
Objective

I am seeking a position as a Full Time Front Desk/File Coordinator in your company.

Education

August 1986 thru June 1990 – Marshall County High School, Benton, KY
Experience

April 2009 - present - Medical Solutions of Arkansas, LLC - Jonesboro, AR
Durable Medical Equipment Coordinator
· Contact patients to complete order. 

· Contact physician offices regarding patient orders for DME products.

· Assist patients with equipment problems.

· Filing and preparation of patient charts. 
· Have worked in every area in the office.

· Knowledge and use of Outlook, Excel, Microsoft Word, and Noble House.
· Answer incoming DME calls.

· Contact patients to confirm order received from various referral sources.

· Maintain Sales Logs for DME Sales Representatives

· Communicate with referral source and physicians office to ensure proper equipment is ordered

· Coordinate delivery of patient orders

April 2006 thru April 2009 – Sears – Jonesboro, AR
Hardlines Sign Lead
· Signed all hardline areas for all sales.

· Changed/Set up layouts of new and existing products
· Answered incoming phone calls.

· Great customer service skills.
· Started as a part-time cashier and worked my way up to a manager.
References:
Michelle Brooks – Office Manager, Medical Solutions of AR, LLC

870-336-7860
Vanessa Hunter – Billing Supervisor, Medical Solutions of AR, LLC

870-512-9243
Christy Cook – Landlord/Family Friend/Former co-worker
870-761-5921

Starlene Heath – Former Co-worker/Family Friend

870-530-9259

