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JENNIFER ROESTEL
4634 Queen St., Ubly, MI  48475
810-837-3047 ♦ jroestel2002@yahoo.com

EXPERIENCED OFFICE ADMINISTRATOR ♦ MANAGER
Exceptional Organizational Skills ♦ Enjoy New Challenges ♦ Manages Multiple Priorities Effectively

· Professional experience in Customer Service, Office Management and Administration, Bookkeeping, Accounts Receivable, and Collections.
· Experience in streamlining business processes that increase profitability.
· Highly organized and detail oriented with the ability to work effectively in fast-paced environments.
· Excellent interpersonal skills. Able to maintain a positive attitude in stressful situations.
· Skilled at learning new concepts and technology quickly and managing multiple priorities effectively.
· Proficient in Microsoft Word, PowerPoint, Outlook, Excel, Dentrix, Centricity, and Eaglesoft.
· [bookmark: _GoBack]Positive attitude with the ability to self-start, motivate, train and develop a team.

	
EDUCATION 

Walsh College
Bachelor of Business Administration, December 2017
· 3.3

Delta College 
Associate in Accounting
· 3.5
	
EXPERIENCE

Tuscola Behavioral Health
Supports Coordinator, July 2018-Present
· Answer phones, schedule consumers, take vitals on consumers, prepare reports
· Provide excellent customer service to ensure repeat business.
Great Lakes Bay Health Center
Lead Receptionist, February 2017-May 2018
· Answer phones, schedule patients, verify insurance and prior authorizations for Medicaid.
· Provide excellent customer service to ensure repeat business.
Dr. Kathleen Hurst, DDS.
Office Manager, July 2011-October 2016
· Promoted to office manager after 12 months of employment
· Resolved billing issues for private insurance and Michigan Medicaid.
· Interviewed, supervised and coached up to four employees.
· Improved the business process in the office; therefore, increasing production, lowering overhead, and improving the office culture.
· Developed first employee manual outlining all proper business procedures and office policies.
· Developed credit and collections policy; reduced accounts receivables by 10% over one year.
