Maria E. Gonzalez
62 Sanford Street
East Haven, CT 065812
(203) 996-3381
maria.gonzalez@yale.edu
melizabethg10@yahoo.com 

	Objectives
	I am a bilingual person looking to help other and working independent or as a team. Willing to learn and reach the goals of a company and the customers.


	Experience

	Surgical Dermatology, New Haven, Connecticut
Administrative Assistant: March 2005 to the present
· Performed clerical duties
· Filling
· Answering the phone
· Scheduling appointments
· Computer jobs (letters, etc.)
· Charge entry
· Getting referral from Insurance Company
· Getting Prior Authorization for Surgery from Insurance Company
· [bookmark: _GoBack]Scanning Medical Records to Epic
· Checking in & out patients

ITS Internship, New Haven, Connecticut
Intern: June 2013 to the June 2014
Desktop Support
· Computer Builds; Window & Mac
· Rebuild Computers with MDT drive
· Register computers & printers in Proteous
· Register computer to domains
· Email Conversations
· Help Desk Support to staff


	
	Nation’s Supermarket, Hamden, Connecticut
Cashier. January 2005 to March 2005
· Customer service
· Count registers


	
	Dunkin Donuts, New Haven, Connecticut
Shift Supervisor. October 1999 to January 2005 
· Open store
· Count registers
· Assigned chores for the day
· Make sure everybody is doing what he or she is assigned to do.
· Customer service is being practice.

	
	
Church of God, New Haven, Connecticut (volunteer)
Treasures. August 2002 to the present.
· Responsible for the accounting, and various treasurer functions. 


Secretary. 
· Responsible clerical duties including summarizing, documenting meeting and updating schedules.


	Experience
	Yale Development Office, New Haven, Connecticut
Internship. March 15, 2004 to April 8, 2004.
· Performed light clerical duties.
· Responsible for filing, scanning donor’s audits, prepared batches for scanning. 

	
	

	Educational
Background
	Albertus Magnus College, New Haven, Connecticut
Bachelor of Science Degree Computer System Information
Graduated on May 2013

Gateway Community College, New Haven, Connecticut
Associate Degree Administrative Assistant
Graduated on May 2004


	Computer Skills
	Microsoft Word, Excel, PowerPoint, WordPerfect, Adobe Acrobat Pro, Email, Internet, IDX, Centricity, File Maker Pro, EPIC

	
	

	References:
	Robert Criscuolo, IT Support Yale School Of Medicine
Office No. 203-785-4712  Cel. No. 203-464-5428

William Sudhoff, IT Support Yale School of Medicine
Office No. 203-737-1847  Cel. 203-500-1789

Iris N. Caban, Pastor Wife
Cel. 203-640-1568



