                                                
109 County Rd.3791

                                                            Cleveland Texas 77328

                                                            281-659-2976-or-281-689-5800

                                                            LINDA SMITH

Objective-To obtain a challenging position utilizing my objectives and superb customer service skills.

Experence-2001-2004                                 Star Staff Inc    

    New Caney, Texas  

Customer Service

*Audit Controller

*Customer Service

*Cash Control

*Vendor Control

*Deposits/Daily Data Entry

*Gro- Ordering

2000-2001                                                    Dr.Camil Kreit,M.D.           Cleveland Texas

Referral Coordinator/Back Office Assistant

*General Referrals for patients to specialist

*Answered phones/schedule appointments

*Verify patients insurance

*Entered patients demographics

*Room patients/Vitals/injections

*Assist with procedures

1998-2000                                                    Dr.David CarpenterM.D.     Humble Texas

Referral Coordinator/Front Desk Receptionist

*Referrals for patients to specialist and for hospitalizations

*Checked patients in and out/Ins data entry

1995-1998                                                    East Texas Fuel                   Palestine Texas

Manager

*Time Calculations and scheduling employees

*Ordering supplies/balancing invoices

*Hired, trained and terminated employees

*Supervised 6 employees

*Daily paper work entry/Deposits

*Vendor and Audit controller

Skills-Customer Service/Ordering Supplies/Computer skills/Daily data entry/Vendor control/Time calculations/Inventory control. 

