	CHARLOTTE S. AZBILL

11057 Climax Road, McKee, Kentucky 40447
Phone: (606)965-2920; e-mail: tlcsazbill@gmail.com

	OBJECTIVE
	To obtain a position in a medical office where I can contribute to the needs and expectations of a fast paced facility; to be a strong asset by utilizing my skills in producing quality work, commitment to the job and a strong sense of community service.

	EDUCATION
	National College                                                       Richmond, Kentucky
Diploma in Medical Office Specialist, August 2012
High Honors    
Dean’s list and perfect attendance throughout enrollment.


	EXPERIENCE
	Office of Employment and Training                      Richmond, Kentucky
Receptionist
June 2012 to  August 16, 2012 (Work-study)
· Registered claimants and entered them into a database
·  Assist claimants with online claims and benefit requests
· Answer and transfer calls using a multiline system

Burger King                                                                  Berea, Kentucky 
Cashier
April 2000 to February 2001
· Performed frontline and drive-thru duties as assigned to cashiers
· Opened restaurant
· Morning inventory

Eastern Kentucky University                                     Richmond, Kentucky
Production Manager
October 1995 to April 1999
· Responsible for the daily operations of the cafeteria
· Ordered stock and responsible for inventory control
· Assisted with all aspects of catering
· Participated in menu planning and was an event planner for special functions
· Managed personnel, scheduling and training

Kenwood Nursing Home                                             Richmond, Kentucky
Cook/Dietary Aide
August 1994 to October 1995
· Prepared evening meals for the residents and staff
· Ensured that dietary restrictions were followed
· Updated menus and organized and adjusted recipes
· Inventory records and some ordering of stock
· Set up meal carts, delivered to dining rooms

McDonalds                                                                                   Richmond, Kentucky
Assistant Manager
December 1988 to August 1994
· Supervised shift as scheduled
· Interviewed, hired, scheduled and trained crew
· Maintained various operational reports
· End of day deposits
· Managed inventory and ordering of stock based on a “build-to” format


	PERSONAL
	· Trained in Microsoft Office 2010 and its applications including Word, Excel, Access, PowerPoint and Outlook.
· Additional training in spreadsheet applications
· Co-Chair Student Activities Committee
· Tutor in the fields of Accounting, Mathematics, Microsoft Office, Keyboarding, and Medical Terminology
· Manage and maintain all records involved in family farm operation including bookkeeping, livestock records and tax preparation
· [bookmark: _GoBack]Volunteer work within the community


	REFERENCES
	Available upon request.



