07/07/2009

JENNifer Gentis
354 Green Rd 7801
paragould, AR 72450

Phone: 870-589-1856

Email: lightgoddess@gmail.com

EXPERIENCE
Dollar Tree Part-Time Cashier- October 2011- Present

Cash out customers, maintain the sales floor, stocking, assisting customers in finding merchandise, answering the phone.

First Care Medical Secretary- May 2010- September 2011
Answered phones, scheduled appointments, and assisted patients with paperwork.  Provided kind and confidential customer service to patients, updated information, and took co-payments.
Hobo World Championship Duck Calls Sales Representative/ Customer Service Representative- August 2009- September 2011
Initiate and maintain contact with suppliers, bookkeeping, inventory, taking orders, and answering questions about the product.  Travel to trade shows, maintain a strict inventory of product sold, accounting for all profits made, and keeping up with all receipts, as well as interacting face-to-face with the customer in all aspects of the purchase.
White River Rural Health- Computer Support Specialist May 2009- July 2009
Set up, installed, rebuilt, repaired and maintained laptops and desktops.  Maintained network by troubleshooting problems and installing updates, upgrades and new components (computers, printers, firewalls, modems, etc.).  Set up, issued, and closed email accounts for  all employees.  Created and maintained data access security restrictions for employees.  Traveled to outlying clinic locations to troubleshoot and repair problems requiring onsite assistance.  Provided help desk assistance to employees, walking them through the steps to resolve their computer questions. 
White River Rural Health- Medical Secretary ( January 2006 – April 2009
Answered phones, scheduled appointments and referrals.  Provided compassionate, confidential customer service to patients, answering their questions and assisting them with paperwork.  Ordered supplies and  responded to requests for information from the corporate office.  Maintained and repaired office equipment (computer, printer, fax, etc.) in the clinic or in-house pharmacy, minimizing the need for assistance from the IT department.

Ralph Clifton Attorney- Legal Secretary ( August 2005- January 2006

Answered multi-line phone system, scheduled appointments and greeted clients.  Contacted various companies and organizations to locate documents and other records relevant to open cases.  typed all letters and legal documents and transcribed dictation, meeting all applicable deadlines.  Prepared court documents, including questions and outlines for court cases.

Radio Shack- Manager ( October 2003-July 2005

Ordered all stock and tracked inventory.  Created product displays and maintained store appearance to maximize customer traffic.  Greeted and assisted customers.  Received, recorded and/or reconciled payments for Internet, Entergy and Vickers & Company’s larger accounts
Specialty Rice, Inc.- Shipping and Receiving ( October 2001-October 2003

Assisted bookkeeper with some accounts payable and receivable.  Typed correspondence, composed and distributed emails.  Created spreadsheets with Microsoft Excel to track all outgoing orders.  Answered customer questions regarding our products.  Negotiated prices and scheduled transportation for large customer shipments.  Packed and labeled smaller shipments for shipment by couriers such as UPS.

EDUCATION
Southern Arkansas University 1998-2000

SKILLS
Microsoft Office (Word, Excel, Power Point, Outlook)

Internet Explorer

Mozilla Firefox

Google Chrome

Peachtree Accounting

Active Directory

eClinical Works
Logician/PM
Microsoft XP

PC hardware compilation/installation/ assembly
Cheerful phone presence

Excellent listening skills

Effective troubleshooting/ problem resolution skills
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