_______________________Katie E. Krecklow______________________
10211 Ura Lane, #4-202 • Thornton, Co 80260 • (720) 296-1529 • katiekrecklow@yahoo.com

Objective
To obtain a position that will allow me to use my strong organizational skills and ability to work well with others

Skills
· Team-Player with excellent communication skills
· Computer skills:  Windows, XP, PowerPoint, Microsoft Word, Excel, Outlook, HPF, DCS
· Reliable, flexible and dependable hard worker
· Motivated self-starter with a strong desire to learn
· Professional appearance, attitude and demeanor
· Fast learner, detail oriented and organized

[bookmark: _GoBack]Work Experience
2014      				HCA: Parallon Business Solutions 			      Aurora, Co
Document Imaging Technician II
· Prepare hospital records for scanning into electronic patient charts
· Scanning images into electronic patient charts
· Indexing images for release into electronic patient chart system
· Scanning patient chart information for storage purposes

2013			                                 Southland Corporation			           Northglenn, Co
2007 – 2009                                                                                                                                  Westminster, Co
2005 – 2006  				          		                                                                   Westminster, Co                                Assistant Manager in Training
· Processed information/merchandise through register system
· Communicated with associates and customers
· Accurately prepared and completed all documentation and bank deposits
· Performed inventory and ordering duties
· Completed end of day procedures including data entry and counting money in safes

2010 - 2011 					Dorsey & Whitney LLP	                 	   	     Denver, Co        
Administrative Assistant
· Maintained files and records, including entry of data into computer records.
· Established and maintained effective working relationships.
· Entered complex data into the electronic file and case tracking systems.
· Distributed legal documents to attorneys and other personnel.

2004 – 2005				Colorado Dental Health Centers of America 		     Denver, Co
Administrative Assistant
· Answered multiple phone lines and scheduled appointments
· Patient Relations and insurance Credentialing
· Patient Chart Archival and Filing

Education
Present			Front Range Community College		        		        Westminster, Co
Associate of Arts Degree
· Major:  Psychology

2009 - 2011 				Everest College				 		  Thornton, Co
Associates Degree in Paralegal Studies GPA: 3.75
· President's List
References available upon request
