Rachael Sharpe
305 Roswell Farms Road
Roswell, GA 30075
678-516-9572

rachaelsharpe87@gmail.com
Education  

University of West Georgia 




       Carrollton, GA

Bachelor of Arts, Psychology 


                            August 2005–May 2010

· Minor: German

Work       







 

Experience   
Real Estate Management Services Group LLC


       Atlanta, GA


Office Administrator   




      January 2012 – Present 
· Responsible for handling phone calls and inquiries 
· Provided general administrative support to office employees
· Trained new employees
· Assisted with troubleshooting fax, iphone, telephone system and backup maintenance
Randstad/Cypress Care                                                                                     Duluth, GA
Paper Claims Specialist                                                                          June 2011 – October 2011
· Retrieved and organized all incoming paper bills from multiple sources
· Corresponded daily with insurance adjusters regarding information and authorization of medications
· Created daily and monthly reports detailing productivity 
· Coordinated with pharmacies regarding medication processing
· Utilized multiple systems for handling inquiries and processing medications
 

Banana Republic 





                     Savannah. GA


Sales Associate



                                 November 2010 – February 2011

· Performed the tasks of assisting customers in finding items or substitutions for out-of-stock items
· Coordinated with customers by asking open-ended questions to identify requirements and make relevant merchandise suggestions
US Census






      Villa Rica GA

Enumerator 





             May 2010 – July 2010

· Planned work by reviewing assignment area to determine organization of neighborhoods and locate households for conducting interviews
· Conducted interviews with residents in assigned areas following strict guidelines and confidentiality laws
· Maintained records of hours worked, units produced, miles driven, quality control results, and expenses incurred in the performance of duties. 
Skills
· TEFL certified, 120 hours

References
Mindy Thompson (Supervisor) 





678-730-1002
Cypress Care

Mike Dunn (Supervisor)                                                                                         770-832-9997
US Census Bureau

