Ashley S. Hixson
5593 Pine Gate Drive, College Park, GA 30349•678-698-1266•aforesthixson@gmail.com

Objectives
To provide excellent customer service to all customers while maintaining the policies and reputation of the company 

Education
Georgia State University in Atlanta, GA
[bookmark: _GoBack]Bachelor of Science (Summer 2019) 
Molecular Genetics concentration 

Experience
Independent Beauty Consultant (October 2011 –Present) 
Mary Kay (self-employment) 
Established a successful business independently through to company in which finances and business management are personal responsibilities, Assist customers as they choose the best products based on a concise one-on-one needs analysis 

Lead Front Desk Receptionist (June 2017-Present)
Urgent Care at Peachtree (2140 Peachtree Road NW, suite 232, Atlanta, Ga 30309)
Effectively input patient registration information to create patient charts and verify insurance, organized patient information into charts by filing, copying, scanning, printing, and organizing patient information while maintaining a welcoming waiting area for patients. Responsible for training new hires and inventory.

Substitute Teacher (April 2017-May 2018)
Atlanta Public Schools (Atlanta, Ga 30309)
My responsibilities include managing a safe classroom environment while supervising students, following and creating lesson plans, and grading assignments while coordinating with a group of educators to provide the best learning environment.

Pharmacy Technician (July 2016-May 2017)
CVS Pharmacy (3940 Jonesboro Rd, Union City, Ga 30291)
My responsibilities included data entry, cash handling, prescription production and organization, liaison between patients, doctors, and insurance carriers

Pharmacy Technician (December 2015-January 2016)
Kroger Pharmacy (Riverdale, Ga)
Effectively input patient prescription information, filled prescriptions, and communicated with doctors, patients, and health insurance companies to verify information and solve billing issues

Receptionist (August 2015 –October 2015) 
Urgent Care at Peachtree (2140 Peachtree Road NW, Suite 232, Atlanta, Ga 30309) 
Effectively input patient registration information to create patient charts and verify insurance, Organized patient information into charts by filing, copying, scanning, printing, and organizing patient information

Cashier/Pharmacy Technician (August 2014 –August 2015) 
CVS Pharmacy (1402 Boone Street, Kingsland, Ga 31548) 
My responsibilities included data entry, cash handling, prescription production and organization, liaison between patients, doctors

Customer Care Representative (December 2012 –October 2013) 
Ackerman Security Systems (1346 Oakbrook Drive suite 175, Norcross, Ga 30093) 
Collaborated with a team to provide technical support and troubleshooting to new and existing customers, Maintained customer confidential data by processing, and organizing using different office equipment

Part time Bilingual Sales Associate (May 2011 –November 2011) 
Metro PCS (Marietta, GA) 
Contribute to the team effort to bring in new customers and ideas, Use product knowledge and sales expertise to uphold and honor the reputation of the company 

Skills
Trilingual (English, Spanish, American Sign Language), Microsoft office (inclusive), 142 wpm
