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About the Job
Client Relations Consultant
AIRROSTI is a nationally recognized sports medicine & rehab treatment company that trains, manages, and places its certified providers into accredited sports medicine facilities. Our rapid and consistent patient outcomes allow us to significantly impact medical practices, sports organizations, large employers, carriers, brokers, and TPA's. We are currently seeking a Client Relations Consultant for the Dallas area.  Hours for this position are Monday- Friday; 8:00 am – 5:00 pm (should be flexible).
 
Ideal candidates have a passion for providing superior customer service, excellent communication skills, the ability to multi task, and the desire to work in a fast paced team environment.  Customer Service and/or Medical Front office experience is preferred though not required. Must possess positive attitude and have the ability to learn quickly.  Bilingual is a plus.  Candidates must be comfortable and able to work very busy, stressful environment requiring constant multi-tasking and attention to detail.  Client Relation Consultants are responsible for answering incoming calls, obtaining necessary patient information, and scheduling appointments while always demonstrating a very positive and professional attitude. Compensation is competitive in health care industry.  Opportunities for growth are unlimited.  Join our team and become part of the best soft tissue treatment and rehabilitation solution in the world.  For more information, visit our web site at www.airrosti.com.  Airrosti promotes a Drug Free Work Environment.  All applicants are subject to background check.




Cara Lea Craig
1123 Jeannie Lane
Muskogee, OK 74403
(918) 348-5033

May 5, 2009	

Mr. Kent Stifeman
Airrosti
Healthcare Services
Dallas, TX 75243

Dear Mr. Stifeman:

Please consider this letter and enclosed information as my formal application for the position of the Client Relations Consultant as advertised for your company.

I recently received a Bachelors Degree of General Studies from Northeastern State University in Tahlequah, OK in May, 2009.  I am currently an office assistant for the Reach Higher program at Northeastern State University in Muskogee, OK.  My primary responsibilities include: working with students; office organization; mailing degree plans and letters to students; answering calls; organizing and developing spreadsheets; and planning and attending program workshops and events.

In my studies I specialized in organizational leadership, communication, and psychology. I put hard work and dedication into all my endeavors. I work very well with others and have no problems leading a task while displaying excellent representation of appropriate business and leadership skills.  I communicate well with others and I have profound organizational skills in all aspects of business and personal life.

I hope you will take into serious consideration, me, as your company’s Client Relations Consultant.  My leadership, organization and communication skills make me a well qualified candidate for this position.  I thank you for your time in reviewing my application and I hope to hear from you soon.

Sincerely,

Cara  Lea Craig

Cara Lea Craig
Contact Information
Home		      Business Address
1123 Jeannie Lane						Northeastern State University
Muskogee, OK 74403					2400 W. Shawnee
Phone:  918-348-5033					Muskogee, OK 74401
Email: craigc@nsuok.edu					Phone:  918-444-5000


Education
[image: ]   Northeastern State University
	         Bachelor’s Degree, May 2009
Major : General Studies
Specialized Core Areas:  Mass Communication 
                                         Psychology
			         Organizational Leadership
[image: ] Muskogee High School
	         Graduate, 2003

Skills
· Leadership
· I work very well with others and have no problems leading a task while displaying excellent representation of appropriate business and leadership skills.
· Technological
· Proficient in MS 2007 (Word, Excel, Access, PowerPoint)
· Communication
· I am trained proficiently in all means of communication (technologically and personally)
· Organization
· I have profound organizational skills in all aspects of business and personal life.

Work Experience  
· Northeaster State University, Feb. 2008 – Present
· Muskogee, OK
· Office Assistant to the Dean 
· Full-Time
· Renaissance Kids, Aug. 2004 – Jan. 2008
· Stillwater, OK
· Pre-school teacher
· Full-Time
· Bill’s Fish House,  Aug. 2003- Nov. 2007
· Stillwater, OK
· Waitress
· Part-Time
· Bonds, Matthews, Bonds, & Hayes Atty., May 2001- May 2003
· Muskogee, OK
· Office Assistant
· Part-Time

Honors & Affiliations
· Oklahoma Honors Society (member)
· President’s Leadership Council (member)
· National “Who’s Who” Academic Award, 2003
· National Honor Society (member)
· Kappa Alpha Theta (member and former officer)

Interests & Activities
· Hiking
· Rafting
· Intramural softball
· Pool league
· Reading
· Photography
· Web surfing
· Family time

References
Dr. Tim McElroy, Dean of NSU General Studies Program, 918-444-5000

Claudia Voigt, NSU Administrative Assistant, 918-444-5011

Aaron Duvall, Service Manager, Toyota Muskogee, 918-441-7790

Robert Ladd, Senior Technical Advisor of GRDA, 918-348-8541



 


May 5, 2009	
	
Mr. Kent Stifeman
Airrosti
Healthcare Services
Dallas, TX 75243

Dear Mr. Stifeman:

I am pleased to have the opportunity to write to you on behalf of Cara Craig.  She is very excited about seeking the Client Relations Consultant position for you company. I have mentored and advised Cara for the past four years during her journey and completion of higher education.    

Cara is a very dedicated and determined individual and displays these qualities in all her endeavors.  She always showed great representation of her school and work.  Cara is very business oriented while also having great communication and people skills.  In my time knowing Cara she has organized multiple committees and planned numerous successful events campus and community wide. I strongly believe Cara can and will do anything she sets her mind to with dignity and excellence.

I do not know anyone better suited for this job, and believe you would be very pleased with your decision if choosing to hire Cara.  She has great spirit, strong morals and strong values. Her positive attitude, fun character, people skills would make her the perfect addition to your renowned company. I hope you will strongly considered Cara for the Client Relations position. It would definitely be a decision worth making. 

Sincerely,

Dr. Eloise Patterson



Cara Lea Craig
1123 Jeannie Lane
Muskogee, OK 74403
(918) 348-5033

May 5, 2009	

Mr. Kent Stifeman
Airrosti
Healthcare Services
Dallas, TX 75243

Dear Mr. Stifeman:

Thank you for taking the time to review my application and meet with me to discuss the Client Relations Consultant position.  I enjoyed meeting with you and learning more about Airrosti, meeting your staff, and seeing the company’s work environment. 

I was very impressed with the company’s efforts to take part in community coalitions as well as staying on top of ongoing business demands. 

I am pleased you are considering me for the position and know that if I am chosen you will not be disappointed. I believe that my leadership, organization, and communication skills qualify me for the position and I hope to have the opportunity to show you. 

I look forward to meeting with you again and hopefully starting a successful career with Airrosti.  Please contact me if you have any further questions.

Sincerely,

Cara Lea Craig
 


Frequently Asked Questions:
1. What is your greatest strength?  Communication. I am an excellent speaker. I am very thorough and respectful; most importantly, I know how to get the point across.
2. What is your biggest weakness? I am a perfectionist.
3. What academic subjects did you like best? Public speaking, psychology, and marketing.
4. What have you learned from your mistakes? Try and correct them the best way possible and don’t make the same mistake twice.
5. What led you to choose your field of major study?  I have interests and passions for many things, mainly involving people, so I chose to study several areas that met those interests.
6. Describe your most rewarding college experience. Graduating. 
7. Do you think that your grades are a good indication of your academic achievement? Yes.
8. How do you work under pressure? My work is my best under pressure.
9. Why did you decide to seek a position with this company? It is well known for its’ good benefits, excellent work ethics, and great customer/ staff relations. 
10. What major problem have you encountered and how did you deal with it? I have a child that is 6 months old, I recently was a full time student and I worked a full-time job. Throughout this period I was able to manage my time well between work, school and family even though it did get stressful at times. 
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