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Angela Liou

	Work Experience


	· Adavanced Cardiovascular Imaging, Doctor Jiong-Ming Hu, M.D.

Receptionist/ Front Desk (Oct 2007- Aug 2011)
- Updating and maintaining patient information and chart
- Filing reports and pulling out daily charts 

- Check daily benefits, eligibility and referrals through applicable insurance

- Assisting in an orderly flow of patient flow
- Responsible for scheduling appointments for patients as well as some data entry, copy, and fax

- Responsible for incoming and outgoing communications between patients, pharmacies, hospitals and other physicians

- Responsible for collecting overdue balance from patient 

- Check ledger daily
Daniel J Huang, DDS

Receptionist/Office Manager/ Assistant (Feb 2008- Present)
- Updating and maintaining patient information and chart
- Revising and updating dental forms

- Management of patient flow in and out of the dental rooms filing
- Updating and verifying insurance and plan information

- Preparation of work station at for every patient

- Maintaining of dental machines weekly 

- Scanning and aiding with the E4D machine (machine that make ceramic restorations)

- Assisting in take alginate impressions for patient

- Taking dental x-rays for patients

- Responsible for scheduling appointments for patients as well as some data entry, copy, and fax

- Responsible for incoming and outgoing communications between patients, pharmacies and other physicians

- Responsible for collecting overdue balance from patient 

- Check ledger daily

	Education

                                         
	2004- 2008 Bayside High School, Bayside New York  

2008- 2012 Baruch College CUNY, New York NY BS in Biology
2015- 2017 NYC College of Technology, New York NY Associates in Dental Hygiene



	Computer Skills
	Knowledge of Microsoft Word, Excel, and PowerPoint

· Type 30-40 wpm

· Worked on presentation slides and excel worksheet

	Achievements
	· Girl Scouts Bronzes Award

· Girl Scouts Silver Award
· Semi-finalist in the New York City Academy of Science and Engineering contest (2007)
· Certified Dental Assistant (2012) 

	Languages
	Fluent in English and Chinese (Mandarin).  


