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Cathy Reiner
Catispen@gmail.com/470-216-3251


Office Support Specialist
Office professional with experience in a team or in a remote environment. I specialize in documentation management, client relations, and multi-department projects providing the highest level of support through clear communication, attention to detail, critical thinking, and deadline driven results.



	· Documentation Mgr.
· HR, Garnishment, Document Scanning/
· Imaging/Data Entry
· Computer Proficient


	· Word/Outlook/Excel
· Multi department liaison/Project Lead/Management
· Analytics

	· Efficient/Meticulous/Professional
· Communication/Correspondence
· Troubleshooting/Mediator
· Client Relations/People Skills








Field Representative I, Document Imaging - Managed Services
4/2021 – 2/2024  Ricoh USA, Atlanta, GA
· Prepare HR documentation, USPS mail and PO Box mail to scan into the database for the customer.
· Sort and categorize incoming mail to process and scan. 
· Payroll/Garnishment prepared and scanned to ADP. 
· Create, update, and review analytical reports for management, general reports, and documents.
· Falcon Opex Scanner utilized.
· Responsible for the processing and distribution of all checks for and to the customer.

Care Manager
8/2020 – 10/20  Morningside of Alpharetta, Alpharetta, GA
· Support residents with Dementia and memory issues to help them manage their lives, aiding, and emotional support. This includes taking vitals, assessing issues and changes with residents, maintaining meal requirements, and interacting with residents. Prepare daily recap of resident's activity, update any behavioral issues, alert management of any issues through computers. Complete forms when required.

 Care Manager
7/2020 – 8/2020  Sunrise Senior Living of East Cobb, Marietta, GA
· Support residents with Dementia and memory issues to help them manage their lives, aiding, and emotional support. This includes taking vitals, assessing issues and changes with residents, maintaining meal requirements, and interacting with residents. Prepare daily recap of resident's activity, update any behavioral issues, alert management of any issues on computer. Complete forms when required.

Medical Records Specialist
6/2019 – 12/2019  Hendrick Medical Ctr/John Middleton Intake Facility, Abilene, TX
· Process medical charts through EMR PEARL and maintain medical documents.
· Facilitated medical documents to begin the Intake process.
· Request medical records from outside facilities and process outside requests.
· Schedule appointments for inmates through SharePoint and TTU Forvus systems.
· Data entry, phones, scan, typing, mail distribution.

Pharmacy Cashier
4/2019 – 6/2019  Walmart, Abilene, TX
· Handling the cash register, processing prescriptions, customer service, and rotation of aged prescriptions.  Heavy phones, follow-up reminders for prescription pick-up, scanning prescriptions and products.

Caregiver
2/2013 – 10/2017   Marietta, GA
· Caregiver to parent who required full-time care in my house. Responsibilities included all personal care, medication management, meal prep, scheduling Dr appointments, Data Entry and Excel spreadsheets to track vitals and information. 
·  I studied courses in Time Management & Work Productivity, Residential Organizing, and Life Transitions. Received all 3 Certificates in 2018 – 2019.

Nat’l Client Sales Operations Manager
4/1996 – 9/2012  COX Automotive/Manheim Auctions, Atlanta, GA
· Documentation management for corporate and operating locations. 
· Trained administrative staff on processes, contractual compliance, computers AS400, posting of charges, coding, and supported sales team. A/R collections and issues.
· Analytical spreadsheets created and maintained. 
· Operational consultative expertise on company’s suite of products and services to clients.
· Managed vehicle marshalling yards and that process.
· Facilitated with multi-departments for internal/vendor projects. Project lead and tested all programming for client.  Audited locations.
· Trained for franchise, license, bond, purchasing restrictions, and payment verifications.



Owen J. Roberts High School, Pottstown, PA; Graduated; High school diploma.
Professional Organizing – NAPO Specialty in Work Productivity and Time Management, Residential, and Life Transitions.
