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	Education
	
	Experience

	
	
	

	Southeastern Community College
Associate in science & arts
Associate in general education
August 2020-May 2022
	
	Referral Coordinator/Office Assistant 
Tabor City Family Medical Clinic
November 2021-July 2023 

· Maintained large database of provider services for referral coordinator services. 
· Confirmed rather services would be covered under insurance or not. 
· Verified insurances and maintained accurate records of all referrals, scheduled patients and prior approvals. 
· Assisted with training new staff members. 
Seasonal Beach House Cleaner 
Sloans Realty OIB, NC. Summer 2020-2023
Southern Belle Property Services OIB, NC. Summer 2024


Professional Summary 
Stays on top of demands in fast-paced environment by effectively using slow periods. Maintains organized, clean and safe areas with diligent attention to important details. Reliable candidate ready to take on any challenge using problem-solving and task prioritization skills to help team succeed. A dependable employee seeking opportunity to expand skills and contribute to company success. Considered to be hardworking, patient, ethical, detail oriented, and considerate. 

	
Fayetteville Technical Community College
Diploma- Dental Assisting 
August 2023-July 2024

RBT Certification 
June 2025 

References 
Tabor City Family Medical Clinic 
Faith Beking, FNP-C
910-377-8002
	
	

	
Additional Skills
Hippa Certification 
CPR Certified as of 2021 
Medical Billing Experience 

	
	



