
6160 Sea Lion Place
Home: (240}607-2002

Waldorf, MD 20603
Cell: (240)413-7923

Leslie Klock                                                                                                                                                                                                   

Objective                     Eager self-starter requiring minimal supervision and strong

                                      Problem solving efficiency. Adaptable professional who works 

                                      Well in any situation as a team player or individually.  

Education                  1983 Canoga Park High School, California Completed 

                                     1987 Arizona Academy of beauty School, Arizona 

                                     2001 Baltimore School of Nursing -Certificate Baltimore, MD

    Work                       [July 2006- January 2007]     Lincoln Mercury Darcars, Marlow Heights

Experience

                                     Receptionist/switch board operator/tag and title

                                     I received cash payments and prepared deals for sales                                            

                                     Worked with Reynolds and Reynolds  

                                     [May 2005-July 2006]      Bes and Associates 

                                     Phone Receptionist

                                     Filling mail Distribution

                                     [January 2003-2004]       [ Dr. Joseph Caruso ]         
                                     Administered EKG’s

                                     Obtained blood pressure readings

                                     Created referrals

                                     Assessed physicians with patients procedures 

                                     Practiced HIPPA regulations

                                     [July 2001-January 2003]  Social service representatives/office manager

                                     Entered Pims data into database for FSW’s  

                                     Scheduled appointments for Family Social Workers

                                     Attached court hearings with case workers when necessary 

                                     [August 1998-2001]     Sheehy Ford, Marlow Heights

                                     Switch bored operator/tag and title

                                     Handled incoming calls on 99 Multi-line system to proper 

                                     Departments also handled some accounts receivables and 

                                     Entered invoices into data

 August 2006 North Gate Pharmacy working part time in pharmacy for a friend taking    prescription orders and answering phones. Ordering product for the company.

More Experience          [March 2000-May2001]        

                                     Temp position for Orthodontist prepared dental rooms for procedures 

                                     Assisted Dr. with patients and also took care of dental X-rays and 

                                     Processing

Languages                 English and some Spanish

References                Bill Friedman  (301)932-4390   Patrick Hudson (301) 645-7680

                                     Billy Ventura (301) 870-7300     

                                      Vinny Ippilito (301} 932-7977


