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8425 SW 43rd Terrace Miami, FL, 33155

	
		EDUCATION
FLORIDA INTERNATIONAL UNIVERSITY 

Miami, FL

B.S. Dietitics and Nutrition (Apr 2017)

	
		ADDITIONAL SKILLS
Fluent in English

Spanish- Intermediate 

Advanced in Microsoft Word, Excel, PowerPoint, Salesforce, Outlook, DocuSign, Avea, Zendesk and Kipu.

Experience in administrative, mental health, substance abuse experience, communication and sales.

Detail-oriented, organized, punctual, able to multitask and work as a team. 

Experience with insurance companies and obtaining authorizations.

	

	
	CAREER OBJECTIVE

Dedicated professional with 7+ years of experience in customer service, mental health and sales with a proven knowledge of case management, clinical services, and utilization reviews. Aiming to leverage my skills to successfully fill a professional role at your company. 

PROFESSIONAL EXPERIENCE

ADMISSIONS COORDINATOR 

Monte Nido & Affiliates , South Miami, FL / Apr 2018 – Present 

· Managed an influx of incoming calls by multitasking phones, emails and workload to ensure that calls were being answered. 

· Held the highest conversion rates per month by executing effective sales and communication strategies to have prospective clients admit. 

· Advocated for my clients by gathering vital information from their outpatient team, which created new relationships that turned into valuable referrals. 

· Trained new hires to convert cases quickly, multitask and to prioritize cases properly to increase company's conversions.

· Worked with my supervisor to develop new strategies to help the admissions team improve their sales and soft skills.
· Participated in daily stand ups in a leadership capacity to streamline the turnaround of difficult cases and problems with insurance companies, ultimately resulting in improved efficiency. 
MENTAL HEALTH COACH

Oliver-Pyatt Centers, South Miami, FL / Apr 2015 – Apr 2018 

· Maintained the safety and well-being of clients that are in treatment by being prepared for my shift. 

· Facilitated with clients treatment team to discuss their treatment goals and to also discuss any struggles that were witnessed on shift to provide clients with the proper recovery. 

· Provided constructive feedback pre/post meals in a group setting.
· Encouraged clients to participate in groups that were helpful to them with cognitive and dialectical behavioral therapy skills.
· Executed their meals following their individualized meal plans and guided clients when they were able to portion their own meals. 

· Charted and documented for each client pertaining to the day’s events and filed each clients paperwork after each shift. 

WAITRESS

Sushi Sake , Doral, FL / May 2013 – Apr 2015 

· Provided excellent customer service to assigned tables that consisted of variety of customers having lunch to celebrating special occasions.

· Supervised my tables to make sure all that was ordered was delivered in a timely manner.

· Took incoming calls for take-out and delivery orders

· Responsible for training new staff on the menu, managing their tables, placing take out, delivery orders and how to close out

· Worked as a team with the front and back of the house to ensure that customers were being taken care appropriately. 

REFERENCES

References available upon request




