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Mary M. Giancola

	Objective
	To obtain a challenging position utilizing my varied background and customer service experience.

	Experience
	2008 - 2009
Boston Bed Company       Leominster, MA

Sales Associate

· Customer Service

· Answering Phones

· Handling all cash & credit transactions

· Making Sales and entering Sales Orders

	
	2004 – 2007           Sarner Cntr. For Advanced Dentistry    Franklin, MA

Scheduling Manager / Front Desk

· Scheduling patient appointments

· Filing and maintaining patient records

· Insurance verifications

· Greeting patients, answering phones

	
	2003 - 2004
Centrus Premier Homecare         Franklin, MA

Receptionist / Medical Records Clerk

· Set up for employee orientations

· Maintain patient records, insurance verifications

· Scheduling appointments, greeting patients

	
	2000 – 2003          Lawrence & Melissa Sarner DMD PC
Franklin, MA

Scheduling Manager / Front Desk

· Scheduling patient appointments

· Insurance verification

· Filing patient records

· Greeting patients, answering phones

	Education
	Graduate of Franklin High School, Franklin MA

Holy Ghost Hospital School of Nursing

Graduate of Blaine – MA Licensed Cosmetologist

Montachusett Regional Vocational Technical Adult Ed

	Computer Skills
	Windows 2007/XP/Vista, Microsoft Word 2007, EagleSoft, E-mail and the Internet

	References
	Will be furnished upon request



