Holly Break
break@canton.edu • (555) 555-5555
QUALIFICATIONS SUMMARY

Eight years of diverse and award-winning customer service and communication skills.   Experienced in problem-solving and crisis management. Advanced skills with the Microsoft Office Suite including publication design, data management and graphing, and merging data with letters and publications.

EDUCATION

Bachelor of Business Administration: Management
May 2019
SUNY Canton, Canton, NY

GPA: 3.79/4.00
INTERNSHIP

Leadership Observation 
January 2005 – May 2005
Dixon Hospital, Bloucher, NY 
· Observed a customer service team with continuous 99th percentile patient satisfaction
· Learned techniques and processes to increase low patient satisfaction
WORK EXPERIENCE
Nutritional Services Worker
June 1999 – Present
Dixon Hospital, Bloucher, NY 
· Utilize healthcare customer relationship management software

· Organize special meals for patients according to FDA standards 

· Employ customer service skills on a daily basis

· Plan daily objectives for nutritional staff

· Create detailed job specifications for implementing new training program 

Office Assistant
February 2000 – April 2002

Hampton Pediatrics, Hampton, NY
· Engaged in customer service interactions with patients

· Organized daily operation of office with the management of 30+ patients
VOLUNTEER EXPERIENCE

Patient Accounting
May 1996 – June 1999

Dixon Hospital, Bloucher, NY 

· Input data using healthcare customer relations software

· Managed and collated patient records

· Audited balances on patient claims

