	11057 Climax Road, McKee, Kentucky 40447(606)965-2920tlcsazbill@gmail.com

	Charlotte S. Azbill

	Objective

	A position as a medical office specialist that will fulfill the needs and expectations of a fast paced facility; to be a strong asset by utilizing past skills in producing quality work and a strong community service.

	Experience

	Apr. 2000 to Feb. 2001
	Burger King
	   Berea, Kentucky

	Cashier
Front line and drive through
Opened restaurant and morning inventory

	Oct. 1995 to Apr. 1999
	Eastern Kentucky University Food Service
	Richmond, Kentucky 

	Production Manager
Responsible for the daily operations of the cafeteria, all ordering of stock, and inventory control, assisted with the catering department, participated in menu planning, event planner for special occasions
[bookmark: _GoBack]Managed personnel, scheduling, and training

	Aug. 1994 to Oct. 1995
	Kenwood Nursing Home
	Richmond, Kentucky

	Dietary Aide/Cook
Prepared evening meals for residents and staff
Set up meal carts, helped serve meals, washed dishes, cleaned dining room
Inventory

	Dec. 1988 to Aug. 1994
	McDonalds
	Richmond, Kentucky

	Assistant Manager
Supervised shift, hiring and training crew
Scheduling, operational reports and records
Responsible for ordering stock, and maintained inventory

	Education

	04/11-08/12
	National College
	Richmond, Kentucky

	Medical Office Specialist, Diploma
· Completed all requirements to fulfill program; maintained 4.0 GPA 
· August 2012 graduate with High Honors
· Dean’s List and Perfect Attendance Certificate recipient throughout educational experience 
· Trained in Medical Office Procedures, Keyboarding I & II, Microsoft Office and Spreadsheets, Medical Office Finance, Healthcare Law & Ethics, all anatomy and terminology coursework
· Co-Chair Student Activities Committee



