Lia A. Milton Johnson

2821 Milwaukee Street

Denver, CO  80205

(303) 388-8514

E-mail:  liajo@comcast.net


SKILLS


Microsoft Office, Word and Excel.

•
Typing Speed 55 WPM.

•
Multiple line switchboards. 

•
All types of copies, fax machines and paper shredders.

•
Internal and external customer service. 

•
10 Key by touch 5,000 ksp.

•
Alpha and numeric filing
EXPERIENCE


University of Colorado Hospital




Denver, Colorado


Release of Information Tech

12/2011 – October 2, 2014
· Responding to written request for medical information on patients
· Composing letters and other type of correspondences
· Understanding HIPPA and enforcing it.
· Flagging double medical records in EPIC
· Communicating with Doctor’s Office and other health facility
· Utilizing EPIC software and paper chart to complete all tasks
Medical Records Completion Specialist


4/2006 – 12/2011
· Assembling Paper Charts in date order Completing, making sure that doctors have signed off on 

· Show quality by making sure the right patient is in the right chart.

· Progress notes, discharge summaries and orders.
· Understanding HIPPA and enforcing it.

· Answering telephone inquiries. Communicating with Doctor’s Office and other health facility

· Utilizing EPIC software and paper chart to complete all tasks


Medical Records Specialist
· Receiving incoming paper charts disturbing to Clinic and other hospital department
· Sorting loose sheets in numeric order.  

· Returning paper charts to offsite warehouse for storage

· Combing paper chart for outside reviews

· Collecting loose sheet throughout hospital system
SCI – Olinger’s Mortuary




Denver, Colorado

Part-Time Clerical Assistant/Receptionist

             4/1989 – 9/2010
· Provide customer relations and assist visitors through funerary procedures.  
· Answer all incoming telephone calls.  Operate multi line switchboard
· Composing letter and other types of communication (email, etc.)

· Hosting  Visitors during Services and Receptions
· Bookkeeping
· Unsupervised atmosphere
· Keeping Stock all public areas. (Lobby, restrooms, etc.)
· Cleaning location after services or visitation 

· MS Words, Access and Excel to completed services for families and visitors.  

Education

Manual High School (High School Diploma)
Denver, Colorado         
Major:  General Studies

Minor:  Theater


Community College of Denver

Denver, Colorado

Major:  Business Administration 

Minor:  Bookkeeping – Math

Reference


Elaine Ramsey

Occupational, CO-Worker

7 years

Telephone:       (303) 322-8634


Orville “OJ” Augustine
Occupational, CO-Worker  
7 years

Telephone:       (303) 618-4264


Harold “Mitch” Ulibarri
Occupational, CO- Worker 
7 years

Telephone:      (720) 495-6395
