Ashley Reynoso

New York, NY, 10034 • Ashleyreynoso2416@gmail.com• 646-704-9297

Education
CUNY Baruch College
Bachelor’s Degree, Digital Marketing, GPA 3.5                                                                                                                          









Allure Physical Therapy  

Experience



Receptionist/Assistant manager	5/2024 –9/2024
· Reduced appointment no-shows through implementing appointment confirmation calls.
· Increased appointment scheduling efficiency by 5% through implementing a more organized and easier to use booking system.
· Responded to an average of 30 client inquiries per day via phone and email.
· Assisted in verifying insurance benefits, processed payments, and managed billing inquiries, ensuring clarity and accuracy in financial matters.
· Coordinated with personal injury attorneys and legal representatives to manage documentation, medical records, and appointment scheduling for accident-related cases. 
· Maintained a clean and organized reception area, ensuring a positive first impression for clients. 
· Handled patient intake procedures, including gathering detailed medical histories and ensuring all necessary paperwork was completed accurately, especially for legal and insurance purposes.
Esperanza Center                                                                                                                                              New York, NY
Assistant/ Receptionist	6/2022 – 10/2022
· Coordinated and confirmed appointments for 40 clients daily, maintaining clear and professional communication channels to ensure timely scheduling and organization of client meetings.
· Updated and maintained accurate client records, ensuring compliance with regulatory requirements and company standards, resulting a reduction in data errors and improved data integrity. 
· Oversaw the onboarding process for new employees, including processing new hire paperwork and documents for 10 new hires monthly, ensuring smooth and efficient integration of new staff members into the organization.
· Conducted regular audits of timesheets and payroll records to ensure accuracy and compliance with company policies and legal regulations, resulting in a reduction in payroll discrepancies and financial errors. 
TD Bank                                                                                                                                                                        Bronx, NY
Teller I                                                                                                                                                                         12/2024-Present
·  Process an average of 30-50 transactions daily, including deposits, withdrawals, and payments, with a 99% accuracy rate.
·   Maintain a 90%+ customer satisfaction rating through excellent service and problem resolution.
· Provide personalized banking recommendations, helping clients choose products that fit their financial needs.
· Deliver high-quality service during peak hours, reducing wait times by efficiently processing transactions while maintaining accuracy.

Leadership & Activities
AMA- American Marketing Association                                                                                                                          New York, NY
Event planning committee member 	                    2021 – Present 
· Collaborated with a dynamic team of 10 event planners, seamlessly coordinating and executing 15 diverse events per semester.
· Successfully executed fundraising initiatives, both for nonprofit and for-profit events, resulting in remarkable $2k in generated revenue. 
· Innovatively brainstormed and conceptualized future event ideas, ensuring a continuous stream of engaging and relevant activities that enrich our community or marketers. 

Skills & Interests [Note: Optional]
Technical: Microsoft Excel, Microsoft PowerPoint, Microsoft Word, Google spreadsheets, Slack, Canva, Billing insurances
Language: English and Spanish 

