Leslie E. Sharp

18927 Margo Street, Omaha, Ne 68136 ● sharpstory2@yahoo.com ● Tel: 402-657-0208 or 402-3591727

Personal Statement 

I am a friendly person who has an ambition to succeed.  I have over 12 years of management and customer service experience.  I am very well organized, love to learn and get along with others.  I love the idea of TEAM WORK.  I have had various opportunities to be a leader and think that I have handled those positions very well.  I am also good at taking direction from others and feel it an important quality to do so.  I would be an asset to any company where customer service is of extreme importance.

Work Experience

Receptionist





 (October 2009 to February 2011)

Allergy and Asthma Care, 2323 South 171st Street, Omaha, Ne  68130

Ran office of 1 doctor and 2 nurses, schedule appointments for patients, coordinate care with physician and nurses.  Handle billing questions as well as and accounts receivable and payable.  Handle day to day activities to make sure that the clinic runs smoothly and everyone is happy.  In charge of medical records and all patient information.

Patient Account Service Rep



(June 2000 to July 2000)

Summit Medical Center, Show Low, AZ



Monitor patient accounts, patient billing and was Medicare and Medicaid specialist.  Responsible for daily billing of all insurances and keeping patient accounts in order and up to date.  To make sure appropriate material was included in billing, and that they were done in a timely manner.

Front Desk Manager




          (August 1999 to June 2000)
Holiday Inn Express, Holbrook, AZ

Scheduling, daily reports and deposits, daily cash balance sheets.  Responsible for small employee group and seeing housekeeping and maintenance staff were operating efficiently and all shifts covered.  Handled all of accounts payable and receivable, as well as shipping and receiving of all daily correspondence.  Handled guest services and customer service.

Customer Service Manager


           (January 1993 to September 1999)

Sale Lake Clinic, Salt Lake City, UT

Supervising employee group serving as a resource for problem solving and support.  Facilitate department organization and patient care by assisting in the coordination of patient and physician activities.  Demonstrate effective cashiering and balancing skills.  Computer entry of patient billing, verification of insurance and appointments.  Provide quality service to all patients and fellow employees through prompt and friendly reception, and timely organization.

Education

High School Diploma 




(August 1978 to May 1982)

Southeast High, Bradenton, Florida

GPA 2.8

Skills

I have excellent computer skills.  Type 32 wpm, 10 key by touch.  Have experience with Word, Excel, IDX medical software.  Have excellent phone etiquette and a great sense of humor and I’m very fun to work with . . .

