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EDUCATION: Brown Mackie College, Michigan City, IN 

   Associate of Science Degree, Medical Assisting 

   Graduated cum laude September 2012 

   Awards: GPA: 3.6, President’s, Dean’s and Honor Lists 

   Externship: 160 hours  

      400 North Medical Center, Michigan City, IN 

 

EMPLOYMENT 

HISTORY:  February 2017 – Present 
   Bayfront Health – Punta Gorda, FL 

-     As Rehab & Wellness Center Supervisor, I am responsible for           
overseeing all aspects of the operations of the Rehab &                    
Wellness building. I schedule the clerical and fitness center              
associates. I also oversee maintenance of equipment,                        
registration of patients, insurance authorizations, fitness                  
center memberships, screening of every person entering the          
building for the Carona Virus and recruitment of new                        
members to the fitness center. 
 

   Central Scheduling Clerk January 2018 – March 2020 
- As the Central Scheduling Clerk in the hospital, I was 

responsible for ensuring the accurate scheduling of patients 
for imaging, transfusions and other outpatient services. This 
includes collecting identification, insurance and all other 
personal information needed to ensure proper medical care 
and billing of patient services.  I registered direct admit 
patients and was responsible for processing any change of 
status of patients while they are in the care of the hospital, 
such as observation to inpatient.  I also assisted in screening 
patients and admitting patients for alcohol and opioid detox 
services. I have received employee of the month and 
employee of the quarter recognition.  

  



 
Emergency Room Registration Clerk February 2017 – January 
2018 
- I was responsible for the collection of patient information and 

registration of patients for emergency room visits.  This 

included the collection of accurate patient information, 

insurance authorization and identification verification. I was 

also responsible for the collection of any copay charges or late 

balances.  I would also assist in direct hospital admitting and 

outpatient patient registration. 

 

October 2014 – January 2017 

Internal Medicine Associates, Cape Coral, FL 
Clinical Telephone Operator 
- Moving to this position in September 2015, I handle incoming and 

outgoing calls assisting patients with medication refills, medical 
questions and doctor responses to their medical questions, 
scheduling appointments, and assist the clerical telephone operators 
with patient questions or problems when patients call. Prior to 
September and still as needed, I would collect patient vitals, review 

history and medications, injections, process insurance benefits for 

medications, refill medications, assist in aspirations and fine needle 
aspiration biopsies under a sterile environment, educate patients on 
injections and blood sugar testing, assist in administering exercise 
stress tests. I work for a variety of medicine, including internal 
medicine, primary care, pulmonary, rheumatology, and 
endocrinology. 

 
December 2012 – June 2014     
Ancillary Services – La Porte County Institute for Clinical Research, 
Michigan City, IN 46360 

   Clinical Research Coordinator/Medical Assistant 
- I was promoted to the position of Clinical Research Coordinator in 

November 2013. I conducted all aspects of pharmaceutical clinical 
trials. Prior to my promotion, I was a Medical Assistant in the same 
clinic for Internal Medicine. In addition to my regular assigned duties, 
I was also in charge of keeping all of the staff up to date on the EMR 
system up-dates and training all new staff on the clinic’s EMR and 
computer system. 

 

August 2009-January 2012 

   Gas City/421 Travel Center, Michigan City, IN 

   Cashier 
- As the third shift cashier at a small truck stop, I had to assist 

customers with purchases, clean bathrooms and showers, keep the 
store clean, keep fresh coffee made, receive merchandise, stock 
merchandise, and rotate food per expiration dates. 

  



 

   January 2009 – August 2009 

   Flying J Truck Plaza, Lake Station, IN 

   Cashier 
- As a third shift cashier at a large truck stop, I had to assist customers 

with purchases, keep the store clean, keep fresh coffee made, 
receive merchandise, stock merchandise, rotate food per expiration 
dates, supervised third shift at the truck fuel counter two days a 
week while third shift manager was off. 

 

   October 2005 – September 2008 

   TJ Maxx, Merrillville, IN 

   Operations Manager 
- As Operations Manager of the store, I was responsible for all 

aspects of the smooth operations of the store, including cash office, 
cashiers, human resources and receiving. I prepared a budget every 
month and compared that to the financial statements at the end of 
each month and year. I recruited, hired and trained all new 
associates. I balanced the cash office each day, with the assistance 
of a cash office supervisor. I ensured an organized and helpful sales 
staff and cashiers to provide excellent customer service. I oversaw 
all aspects of receiving and processing of merchandise. I also 
oversaw the controls to reduce store losses, cutting store shrink in 
2011 by over $75,000. 

 

   October 1999 – October 2005 

   Walmart, Hammond, IN 

   Photo/Connection Center Manager 

- As manager of the stores 1-Hour Photo Center and Wireless 
Connection Center, I was responsible for all aspects of the 
smooth operations of both special divisions, including photo 
processing, sales, merchandising, marketing in the 
community, oversaw OSHA and EPA laws were followed, and 
oversaw processing of cell-phone contracts. I recruited, hired 
and trained all new associates. I ensured an organized and 
helpful sales staff and cashiers to provide excellent customer 
service and exceeded customer expectations of quality of 
photographs. I oversaw all aspects of receiving and processing 
of merchandise. I prepared a budget every month and 
compared that to the financial statements at the end of each 
month and year. Part of our budget was paying rent to the 
store for space and a percent of sales. After paying all 
expenses, in 2004, my divisions made a combined net profit of 
over $250,000.  Prior to being promoted to the special division 
manager, I was an assistant store manager.  I spent most of 
my time as an assistant store manager on the overnight shift.  
I managed a crew of over 40 associates, including overnight 



cashiers, maintenance, unloaders and stockers.  I ensured that 
the store was stocked and cleaned every evening.  This 
involved detailed communication between myself, other 
managers and the associates to ensure that displays were 
built properly, inventory was rotated from the backroom and 
on the shelves and the stripping and waxing of floors was 
rotated to ensure a consistent look throughout the store all 
the time.  

 

 

Certifications: 
Basic Life Support – American Heart Association 

 

Organizations: 
Alpha Beta Gamma Honor Society 

    

    

 


