Christie Burford
109 17th Ave N
Greenwood, Mo 64034

 (816)721-1930

Christie.Burford@gmail.com
Objective:
Desire a challenging position as part of the office staff in a medical facility.
Skills:

· Strong oral and written communication skills
· Observant, intuitive, and conscientious with great attention to detail

· Familiar with a variety of computer applications: Word, Excel, PowerPoint, etc

· Multi-line phone

· Great ability to work independently and with a team

· Proficiency in developing excellent relationships with coworkers and clients
· 65 WPM

Experience:

Family Health Specialists

Medical Office Specialist/ Secretary, February 2008-Present

Responsibilities include performing administrative and secretarial duties; charge entry; answering telephones; using overhead paging system; scheduling appointments; check in/out clients; scanning patient records into account; working knowledge of HIPAA regulations.

Player’s Restaurant & Bar

Server, August 2007-December 2008

Responsibilities included escorting customers to their tables; explaining how various menu items are prepared, describing ingredients and cooking methods; checking with customers to ensure that they are enjoying their meals and take action to correct any problems; preparing checks that itemize and total meal costs and sales taxes.

Bank of Lee’s Summit

Teller, June 2006-July 2007

Responsibilities included working with customers on a daily basis, meeting their banking needs and either answering or referring their financial questions to the appropriate supervisory individuals; accepted and processed customer deposits and loan payments; maintained and balanced a cash drawer daily; secured the financial institution nightly; responded to customer inquiries regarding account balances; used 10 key to process monetary transactions
Education:

Business Studies, Longview Community College, Lee’s Summit, MO ( 2004-2008

Degree: Completed Associate in Arts Degree
