Genay Alexis
North Miami, FL| (305) 724-3823 | genaycalexis@gmail.com


ACHIEVEMENTS
AAPC Medical Biller
Coursera- online
Achieved, 2026

ADP Entry-Level Payroll Specialist
Coursera -online
Achieved, 2026

Professional Bookkeeping with QuickBooks Online
Florida International University
Achieved, 2025

Healthcare Documentation Specialist
American Healthcare Documentation Professionals Group
Achieved, 2025

Medical Billing and Coder Program 
Florida A&M University
Achieved, 2023

Accounting Operations Program                                                  
Sheridan Technical Center
Achieved, 2017

EDUCATION
Bachelor of Science in Accounting
Southern New Hampshire University
Achieved, 2018

Associates of Arts
University of West Florida
Achieved, 2011

RELEVANT WORK HISTORY
Customer Service Representative – Connexus Resource Group
July. 2024 – Present
· Make outbound calls to potential applicants to verify health insurance applications.
· Engage in active listening with callers, confirming and clarifying information.
· Utilize software, databases, scripts, and tools appropriately.
· Understand and strive to meet or exceed call center metrics while providing excellent customer service.
· Adhere to all company policies and procedures.
Customer Service Representative - Pronexis
March. 2022- May 2024
· Answered inbound and made outbound calls to clients to learn about and address their needs, complaints, or other issues with products or services.
· Engaged in active listening with callers, confirming or clarifying information.
· Utilized software, databases, scripts, and tools appropriately.
· Understood and strived to meet or exceed call center metrics while providing excellent and consistent customer service.
· Took part in training and other learning opportunities to expand knowledge of company and position.
· Adhered to all company policies and procedures.
Seasonal Accounting Clerk
The Salvation Army 
Oct 2021-Mar 2022
· Performed bank deposits.
· Collected and posted red kettle Christmas donations.
· Posted cash receipts.
Accounting Clerk 
Tate Enterprise                                                                                                          
May 2020-Apr 2021
· Prepared bi-weekly check run. 
· Prepared monthly reports.
· Performed monthly bank reconciliation.
Accounts Payable Specialist 
YWCA
May 2019-Jan 2020
· Performed bi-weekly payroll cycle.
· Input invoices.
· Prepared bank deposits.
· Performed bi-weekly check run.
Accounting Internship
Advanced Roofing
Sept 2018-Jun 2019
· Filed invoices.
· Matched purchased orders with shipping receipts.
· Reconciled company Mastercard and Visa credit card statements.
Revenue Verification Clerk
Hard Rock Casino
Jan 2018-Jun 2018
· Recorded slot machine jackpot totals.
· Reconciled daily poker winnings.
· Prepared reports.
