Tammy Dunlap
1601 Mooresville Road 
Salisbury, North Carolina 28147
 (704) 433-7065
tammyhodge63@yahoo.com


To obtain a medical support position to utilize my abilities in an effective manner


Education:	Rowan Cabarrus Community College, Associates of Applied Science Degree, Office Systems Administration
	May 2012.

	
Certificates: 
Office Administration Microsoft Word, Office Assistant Essentials, Computer Technology Integration Healthcare Mgt. Essentials, Medical Office Administration, and Medical Office Essentials.
May 2012-December 2014.


Skills:	
· Excellent knowledge in Advanced Word Processing 
· Records Management
· Superb organizational skills
· Excel, Access, and creating eye catching Power Points
· Data Entry, Computer Technology, Accounting
· 10 Key, Reports and Forms
· Scheduling, Copy, Fax and Scanning documents
· Excellent Customer Service and Multi-line Phone skills
· Knowledge in Medical Terminology and Medical Billing and Coding
· Experienced in Inventory,  Receiving and Processing mail





Experience:	

· Terra Bella, Salisbury, North Carolina
Care Manager, provide hands on care, physical and emotional support for each resident while maintaining a safe and conformable home like environment, responsible for providing assistance in Assistant Living and Memory Care residents depending upon where my service is needed
February 2022-Present



· KT Floor Covering, Concord, North Carolina   
Office Manager, perform clerical and administrative tasks, receive orders via multi phone lines and email in a welcoming manner, Assuring orders a 
are filled  by meeting customer’s needs, and  using superb customer service skills, scheduled appointments to meet with suppliers, organizing and maintaining files, collecting employee’s data to process checks 
November 2016-June 2021  
             

· Headway / Delhaize/Food lion Corporate Office, Salisbury North Carolina, Record Management Associate, Bar-coding, Prepping, 10 Key  and Scanning customer documents in an efficient and effective manner
August, 2014-January, 2015 


· Novant Health, Salisbury North Carolina, Medical Records Associate. Process eligibility forms, collected insurance information, processing insurance data as needed, prepping medical files, sorting medical files, perform administrative task. February, 2014-July, 2014.


· Rowan Cabarrus College RCCC R3 Center, Salisbury North Carolina, Internship/Front Desk Clerk. Excellent customer service, scheduling appointments, answering multi-line-phones, manage intakes for persons seeking employment,  manage documents, manage walk-ins assuring that they have a fulfilling visit with information needed for their task at hand 
August, 2013-January, 2014.
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