Cherly Barraza
                 8462 SW 196TH Terrace
                  Cutler Bay, FL 33189
     c-trewin@hotmail.com
305-926-2031 

Education:
Florida International University, 2009-2011
· Bachelor in Science 

· Major: Criminal Justice

· Minor: Psychology

· Honors: Magna Cum Laude, GPA: 3.72
Miami-Dade College, 2007-2009 
· Associate of Arts 
Activities/Experience:
Referral Coordinator:
Continucare




11000 SW 211 St





Miami, FL 33189



786-587-1010 Contact: Jose Borges



November 2012-March 2013
· Generate specialty referrals for patients requested by primary care physicians, maintain a log of all generated referrals through FootPrints, schedule patient appointments with specialty providers, coordinate patient transportation to specialty providers, if necessary and available, inform patients of their appointments, mail out referrals to patients, fax referrals to specialty provider.
Receptionist:

Continucare




442 Washington Ave





Homestead, FL 33030




305-245-0200 Contact: Krystle Toledo




November 2011- November 2012
· Front desk: Check-in/check-out patients, schedules appointments, assist new patients with paper work, reviews charts for next day appointments, insurance verifications, receives payments, customer service
Care Coordinator:
Institute for Child and Family Health




9380 Sunset Drive




Miami, FL 33173




305-274-3172 Contact: Faramroze Sarkari 




August 2011-October 2011
· Coordinate necessary community services for client and family
· Worked with team to provide services to enhance emotional, physical, and educational well-being

Secretary:

Copiers International Corp





5191 NW 74th Ave





Miami, FL 33166





305-878-2526 Contact: Ernesto Suarez




August 2009-August 2010
· Answer phones, Sales –export (Quickbooks), Responsible for Vendor/Customer files, faxing, handle mail, write memos, assist with other duties presented to me.   

R.F. Components, Inc





5193 NW 74 Ave, Miami, FL 33166





305-726-3713 Contact: Jenny Cordano





March 2008- August 2009
· Answer phones, Accounts Receivable/Payable (PeachTree), invoices, faxing, write memos, handle mail, assist with other duties presented to me.
Florist:


Floral Express, Inc.

2720 NW 72nd Ave, Miami, FL 33122




305-592-9170 Contact: Ivania Jiron





October 2007-March 2008
· Flower arrangements for cruise lines
Secretary:    

 El Redentor Presbyterian Pre-School


       


 175 SW 120 Ave. Miami, FL, 33184


        


305-559-4419 Contact: Beatriz Sara


       


 June-December 2006
· Greet students and parents
· Provide enrollment info to parents
· Receive payments
· Responsible for student and employees files
· organized medical and bill records in a log
· Answered phones
· Ordered office supplies
· After School Teacher: Helped students with homework
Skills:

· Computer Skills (Microsoft Word, Excel, PowerPoint, PeachTree, Quickbooks, MD2000, FootPrints)
· Certificate of Completion: Information Technology Assistant Program

· Certificate of Completion: Digital Production Assistant Program 

· Language Skills: Bilingual (read and write English/Spanish)
