Sarah Nesta
Z5Intervale Rd, Dudiey MA 01571
774-402-454%
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OBJECTIVE B o
To employ my knowiedge and expenence wsth the lntentior\ af securing a career wuth t:he opportunttv

For chatienges and advancement, while gal ning new skills and expertise

SKILLS PROFILE
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EMPLOYMERT HISTORY

Know!edge of and extenswe expenence cf chmsoﬂ* programs anﬂ se\ferat EMR programs
Knowledge of and experience with multi-line phone systemns

Excellent fiiing and organizational skills

Experience in handling confidential paperwork and sensitive information

Ability to take accurate phone messages and deliver messages promptly

Excellent customer»retat&ons background

Receﬁtton Supervisor 2010-2011
Island Counseling Ceriter, Worcester, MA
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Oversee the daily operations of the reception ares

Hedical Secretary . 2007-2010
New England Urology, Framingham, MA
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rResponsible for patient check infout

Verify patient insurances and obtain 'referra!s fram primary care physiclans
Schedule appointments for new and existing patients using Salisbury and UroChart
Answering and returning phone calls

Medical Secretary ' 2007
Goodman Eye Center, Milford, MA
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EDUCATION
" Barttett Jr/Sr High School

Responsible for patient check infout
Verify patient insurances and obtain referrals from primary care physiclans

Schedule and bill patlents using Salisbury

Answering and returning phcné calis and filing

Asgistant Menager ‘ 2001-2007-
The Sherwin Williams (0.
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Oversee the daily operations that Include purchasing, sales, and customer service
Responsible for accounts receivable, store profit & loss reports, inventary analysis,
and other store related reports

Scheduling and employee training

Sares ca!!s, pamt Specnﬁcat:ons, and coior matchmg

MA College of Art
Army Mational Guard 83W Heavy Wheel Vehicle Repair



