                                Correna Murillo
                                             7670 Peters St
                                         Riverside, CA 92504
                                             951-850-4092

Objective: Seeking a challenging career opportunity that will utilize mu Customer Service skills, front desk experience and professional growth, As well as my Process Serving skills. 
Skills: Process Server, Photocopy Legal Documents, Customer Service, Receptionist, Filing, Switchboard Operator (1-7) lines, Computer Friendly.
Employment: 

*ARS/Compex Legal Services- Customer Service Specialist
3/2024 – 3/2025
Reviewed medical records. Added alternate locations of facilities that the patient was seen that no records were obtained from. Called locations to verify address and information to where subpoenas should be served to. Set appointments for records to be copied or picked up

*Unisource Discovery- Field Agent/Document Retriever
 3/2017-11/2022
Served legal documents and photocopied documents requested.

*Bosco Legal Services- Process Server/Document Retriever/Receptionist
 4/2011- 9/2016
Served legal documents, Court filings, photocopied documents requested. Receptionist, Answered phone lines and sorted incoming mail and faxes.

*Time Machine Network- Process Server
 1/2011-5/2011
Served all legal documents: Wage Garnishments, Unlaw Detainers, Divorces Etc.

*Benchmark Industries- Receptionist/Customer Service
 7/2006- 3/2009
Receptionist, Switchboard Operator (1-7) lines, Customer Service/Runner. Matched up sale orders with artwork received and made any changes needed to the order. Called clients to confirm orders and check status. Office support and Sales orders coordinator. Proofread the artwork and names that were submitted for every order. Order processing, entering orders that was received via fax or email. Ordered office supplies as needed. 



*Apple One Employment- Receptionist/ Customer Service 
7/2005-2/2006
Receptionist, Telephone Operator, Customer Service, Data Entry, Input orders for clients over the phone, Matchup orders with changes and etc. Called clients to confirm orders and check status.

*County of Riverside- Admission and Collections
5/2002 – 8/2004
Emergency Room registration clerk, check in patients to be seen in the ER. Input all patient demographics and insurance information. Offer patients county assistance such as Medi-Cal or MISP. Call to verify patient insurance information and to obtain ER authorizations. Upgrade patients from ER to Inpatient status. Register all Labor and Delivery patients, Clinic appointments, Lab visits. Admit all newborns and all Same Day Surgery patients. Transport patients up to the units. Answer telephones and help locate patients. Help transfer patients and their information in and out of our hospital to other hospitals. 

*Computerize Diagnostic Imaging Center- Receptionist/Front Desk Clerk
 2/2002-5/2002
Check in and screen patients for scheduled MRIs, Computerized Tomography, Ultrasounds and basic X-Rays. Answered 4 line telephones at the front desk. Give patients their prep kits for exams needed and instructions. Confirm appointments and verify that the patients received their prep kits and explained how to use them. Answer basic questions regarding the exams that were going to be performed. Print and post schedules for the procedures for every machine for the following day. Verify the appropriate exam that will be administered. 
Pull patients previous medical records from same procedures.

