	Novlett J. Walters 
4244 Belle Isle Court 
New Port Richey, Florida 34653 
Home Phone: 727-364-5264 
Email: symetra@earthlink.net 


OBJECTIVE 



To obtain a position that would enhance both my interpersonal skills and the work experiences I have acquired so far. My interpersonal skills are exceptional; I enjoy learning and can do so quickly. I enjoy people and working with them. I believe that it is possible to get along with everybody as long as one takes the time to find out how to best relate to each individual.

 EDUCATION 



Continuing education, Pasco-Hernando Community College, Present


B.A., English (Minor in Sociology), Florida State University, April 2002 

A.A., Florida State University, April 2001 

High School Diploma, Gulf High School, May 1996

WORK HISTORY 



Registrar at Community Hospital of New Port Richey (PAS), April 2004- Present

My job duties included welcoming visitors, patients, and family members, ensuring that medical staff has been alerted to their presence, while answering any questions that they may have.  Interviewing patients in order to collect correct and accurate demographic information, collecting the necessary signatures that are needed. Collect and verify all insurance information, assigning the appropriate I-Plans, this also includes initiating and receiving pre-certifications if necessary.  Calculating and collecting the payments that are required for visits both current and past. Processing patient charts in a correct and orderly fashion.  Escorting them as needed to their destinations.

Resident Advisor at Bay Area Alliance, December 2002 - December 2003 

Responsibilities included the direct care of mentally and physically handicapped individuals, the teaching of life and social skills, supervision of self administration of medication, planning and implementation of behavior programs, documentation, the use of MS Office (Word, Excel, etc.) and transportation experience.


Specimen Processor at Med Tech Labs D.B.A. Med Services of America, March 2002 - March 2003 

Responsibilities included customer services, the use of a multi-line telephone system, the receipt of incoming specimens, computer and data entry, the ordering of tests and the organization of the specimens received for the tests ordered.

SKILLS 



· Typing 

· Expert Reader 

· Microsoft Office Suite 

· Microsoft Operating Systems (Windows 95, 98, 2000, NT, XP) 
