MADISON MELO
(519) 615-1787 | maddy7@me.com
London, ON

PROFESSIONAL SUMMARY
Proactive and detail-oriented professional with a proven track record at McFarlan Rowlands, adept at organizational skills and excellent communication. Excelled in managing appointments and streamlining office operations, enhancing customer service efficiency. Demonstrated strong relationship-building and teamwork, contributing to a positive work environment and client satisfaction.

EXPERIENCE
Claims Assistant							January 2025 - Present
McFarlan Rowlands
· Set up new claims in the system for future insurers joining the program.
· Creation of FNOL reports for afterhours claims that are reported.
· Updating claim information for brokers.
· Assisting adjusters with payments on files.
· Collection of total loss documentation and uploading into salvage portal.
· Daily capture of all new/incoming claims within claims spreadsheet.
· Support in the monthly, quarterly and yearly claims statics reporting to management.
· Ensure all claims are completed and accurate before closure.
· Handle incoming mail for adjusters and send necessary correspondence.
· Monthly review of files to ensure total loss “additional” payment made on appropriate file.
· Other responsibilities and special projects, as required.
Receptionist									    July 2023 - Present
McFarlan Rowlands
· Answer incoming telephone calls, forward calls, take messages, and notify staff of visitor arrivals.
· Utilize Electronic Records system for data management.
· Handle client payments, process deposits, and manage petty cash fund.
· Receive and distribute packages, letters, and other correspondence.
· Maintain up-to-date contact information for company branches.
· Adhere to system procedures and insurance company regulations.
· Perform data processing, filing functions, and participate in special projects.

Virtual Administrator/Personal Assistant (Part-time)			July 2022 – July 2023
Summit Steel Building Inc.
· Provide customer service as the first point of contact.
· Manage emails, phone calls, and client requests professionally.
· Schedule and organize travel, work, and meeting arrangements.
· Handle appointment bookings, rescheduling, and cancellations.
· Create and edit social media posts on the company website.
Virtual Medical Administrator (Part-time) - Contract	                October 2022 – April 2023
Tulip Health
· Check-in patients and enter basic demographics.
· Manage emails, phone calls, and patient requests efficiently.
· Handle appointment bookings, rescheduling, and cancellations.
· Initiate and maintain confidential medical files and records.
· Communicate with patients and doctors using Electronic Medical Records systems (OSCAR and Accuro).

EDUCATION
Real Estate Program Salesperson
Humber College
Bachelor of Science (B.S.) in Biological Science
University of Guelph, Guelph
June 2022
· Minor in Family Relations and Human Development
· Dean's List
· Women's Varsity Hockey Team

CERTIFICATIONS
· Standard First Aid, CPR, and AED, 2020, Canadian Red Cross
· Biosafety, 2019, University of Guelph
· Laboratory Safety, 2019, University of Guelph
· Smart Serve, 2018, Responsible Service Training Program

VOLUNTEER EXPERIENCE
Fowler Sports Medicine Clinic
Fowler Kennedy Clinic, London, ON
· Administer treatment programs and conduct exercise programs for patients.
· Maintain a safe environment and ensure compliance with regulatory guidelines.
Hockey Camps/Instructor
Guelph Gryphons Hockey Association, Guelph, ON
· Provided feedback and support to students, encouraged active participation.
· Utilized various teaching strategies to enhance learning and development.
Team Mentor
University of Guelph, Guelph, ON
· Assisted new students with their transition into university life.
· Provided guidance and support through open communication and trust-building.

