
Karen R. Crawford

Home: (303) 946-8250

Karen.Crawford21@yahoo.com
	Profile          Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Well organized, people orientated, with excellent communication skills. Enjoys challenges and adapts quickly. Dedicated and focused with proven strengths in the work force. Strong planner and problem solver who readily adapts to change, works independently, and exceeds expectations. Able to manage multiple projects and meet tight deadlines without compromising quality. Goal is to secure a position in a clerical support capacity utilizing my professional skills.

	Key Skills

	
	Office Skills:
	Management

Records Management 

Database 

Administration


	Front-Desk Reception

Executive Support

Medical Billing

Data Entry


	Filing

Faxing

Research

Medical Insurance Collections

	
	Computer Skills:
	MS Word

ICD-9 Coding
Microsoft Office
	10-Key

35 WPM

CPT/HCPS
	Excel



	Experience


Administrative Assistant





      
 July 2010-Present
 AARP







                           Denver, CO
· Prepared Excel Workbook for entering data for enrollees 55 and older to obtain gainful employment. 
· Utilized the ETS system to enter demographics, income, and eligibility data.
· Conducted intakes for potential enrollees. Assisted in locating HA (Host Agencies) for job training assignments, receive information regarding income, disabilities (if any) and any other pertinent information to eligible for SCSEP program.

Assistant Manager





       
            February 2008-July 2009

UPS Store






                        Tacoma, WA
· Operated a computerized point of sale cash register and inventory management system including the accurate entering of sales information.

· Actively engaged customers in conversation and assisted in the understanding, demonstration, description and selection of merchandise.

· Accurately executed sales information to customer (cost, tax, shipping fees), order fulfillment, payment and shipping.

· Answered all incoming calls with a professional greeting.

· Maintained stockroom merchandise organization and cleanliness.

· Assisted with annual physical inventory.

Insurance Billing Clerk





  
             October 2006-February 2007
Rainier Associates





                         Tacoma, WA
· Billed insurance claims and collected payments from insurance companies.

· Handled payments from patients, processed incoming mail, and made deposits.

· Reviewed billing data from insurance companies to ensure amounts and account numbers were accurate.
· Answered patient questions regarding statements and insurance coverage.
· Contacted insurance companies to verify medical insurance coverage for patient and to obtain information concerning extent of benefits.
Data Entry Clerk





       
           January 2004-March 2005

The News Group





                   
          Atlanta, GA
· Responsible for two depots (boxes) containing invoices to be reconciled and entered into data base.
· Operated data entry device to enter invoices into computer for subsequent entry. 
· Entered alphabetic, numeric, and symbolic data from source documents into computer using data entry device, and following format displayed on screen.
· Compared data entered with source documents and re-entered data in verification format on screen to detect errors.
