113 South Main Street
Seneca, PA 16346
814-428-3398
gladinmltc@gmail.com
Gladin, Lynnlee
	Objective
	
	To find a career that will help me use all of my abilities while pursuing my passions.

	Skills & Abilities
	
	I have many office skills.  Very familiar with multi-lined phones, scheduling, documenting and various computer programs.  I am stellar organizational skills and can multi-task with ease.  I have been working with patients on and off for 20 years and I am able to keep a very professional attitude and demeanor while working through trying and busy times.  

	Experience
	
	American renal Associates: Administrative Assistant
November 14, 2016-present
I have many responsibilities including answering phones, billing, reporting critical medical information to needed data basis in a very timely and accurate manner.  I do this for both the Clarion and Cranberry clinics.
TTSR
2005-2015
I was responsible for the entire front office and many duties that came with that.  Answering multi-lined phones, scheduling many appointments and helping with payroll.

	Education
	
	Gannon University
I majored in Business Administration and Public Relations

	Communication
	
	I am an excellent communicator and am able to easily speak to people that I do not know.  I am very good at using my professional tones to keep a positive and nurturing work environment.   

	References
	
	Lori Horn
Clinic Manager, American Renal Associates
814-758-9979
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