2148 N. Keystone Ave		M: 773-983-5046
Chicago, IL. 60639		E: ecorona2148@gmail.com

				Heriberto Corona
Skills				
· Bilingual fluent in Spanish and English
· Experienced in high volume call-center in and outbound calls
· Capable of typing (50 to 60 wpm) and performing 10-key numeric operations
· Strong familiarity and understanding of Microsoft Office (Word, Excel, Power Point & Outlook)
· Able to multitask and prioritize work independently and within a team environment 
· Excellent interpersonal communication skills
Career Experience
2014-Present    Alliance Paper & Foodservice Equipment  Franklin Park, IL.
Accounts Receivable/Payroll
· Reduced paper by 40 % within the department
· Created a filing system reducing time by 60% within the department
· Created a more efficient paperless daily journal entry log
· Post and verify all payment transactions into the bank (check, cash, & credit cards)
· Build a PDF file or spreadsheet for big chain accounts with amounts due
· Manually enter temp-employees hours, approve hours and send to agency
· Fix any employee missed punches and enter remote location employee hours
· Send managers overtime report
· Keep track of all employees vacation, personal, sick and floating holidays
· Created employee communication with a vacation/time-off calendar through Outlook

2011-2014	      McGrath Acura of Downtown Chicago             Chicago, IL. 
Lead Greeter/Service Operations
· Created the process of greeting and assisting customers as they arrive 
· Manage and input appointments using integrated PC base system (Reynolds)
· Reduced customer wait time for service by 40%
· Assigned and manage assignments given to other Greeters and Porters
· Assist Service Manager with weekly employee schedules
· Keep and maintain a daily log for courtesy cars, maintain them clean and ready for customer usage
· Order, purchase and update city-stickers, license plates, and I-Pass for all courtesy cars
· Dispatch customer shuttle rides to their destination
· Created and organized a system to use Uber on high traffic of customer rides
· Obtain employee of the year for 2011-2012







[bookmark: _GoBack]2010-2011    		    Saint Anthony Hospital		              Chicago, IL.    
Telecommunication Operator 
· Facilitate telephone communications including, managing all telephone calls in a professional costumer service fashion and using other integrated PC based systems.
· Maintain daily logs/records as assigned for on call schedules, emergencies and pagers.
· Monitor alarms and implement the appropriate functions designed for emergency responses in a timely manner. 
· Schedule patient’s appointments for hospital and clinic visits.
· Enter new patient information into data base system including insurance and medical history. 

2007-2008 			Illinois Poison Center	           	Chicago, IL.	                
Poison Information Provider 
· Handled customer questions with the highest degree of courtesy, professionalism and give out medical recommendations
· Enter customer’s information and cases into the Data System   
· Able to do drug and medical research through medical books or internet for cases
· Knowledge of calculating drug-dosage according to weight and age of children
· Evaluating cases for most common poisoning and recommendations
· Help and train other employees on recommendations, research and follow-up cases
· Accepted an average of 100 to 200 calls per day
· Ability to set up computers and download software for emergency off-site locations


2003-2007    		   Walgreen’s Pharmacy	  		Chicago, IL. Pharmacy Technician		     
· Enter prescriptions and insurance information into the Data System. 
· Verification of insurance and Third Party Billing. 
· Verification of controlled prescriptions and doctor calls. 
· Filling medications and inventory of Pharmacy. 
· Managing inventory and ordering medication an pharmacy products
· Knowledge of products outside Pharmacy and retail sales. 
· Assisting costumers with concerns or dosage. 
· Multitasking as costumers come to drop or pick up prescriptions.  

Education
2012 – Present   	Northeastern Illinois University	              Chicago, IL.   
· B.A. Business Management (Pending) 
	          
2006-2012 			Malcolm X College		              Chicago, IL.	
· AA Degree 

