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DENISE  STEWART                        Res: 303-278-9788
201 High Parkway                                                                                    Cell : 303-517-2622
Golden, Co 80403                                                                                      stewart_303@comcast.net 
     Abilities:   I have a number of interpersonal skills and the ability to work with people face to face and on the phone. I can take phone messages that reach their destination of the appropriate person in a timely manner.  I have knowledge in many areas of the office. I have experience in operating many different office machines and have had extensive training on the computer. I also have experience in coordinating and scheduling lunches for the office and being the fresh face and personality of the front office.  In operating computer the software that I am familiar with and would include but not limited to most Windows products and how to maneuver around the desktop. I have also had experience with some other computer software used in doctor’s offices. Most familiar to me is Mysis scheduler. I have typing skills and great customer service skills.  Also, have the ability to multi-task a number of things and possess a can-do-attitude.  I have a great rapport with staff members and can work together collectively and am a team player.       
Mission statement:  Upward, Inward and Outward. This is where upward meaning reaching for the stars. I want more than just a job but a career. I strive to grab ideas and pull them inward and embrace them.  Once I have them and have embraced them; I can work with them outward and help those around me. Get to know others and be a successful person in the community.   
Work History:  Front Desk Receptionist
· Aurora Denver Cardiology- 2004-2006.  Duties included : checking in/checking out patients from their appointments. Taking copays, updating insurance and patient Demographics. Putting patient charts up ready for MA’s to take the patient back to see the doctor.  Organizing patient charts for the next day’s schedule and answering phones when needed.  Some scheduling of pro times also when needed. Arapahoe Internal Medicine- 2006-2010.  Front Desk Scheduler, check in/checkout, and one of three people answering a 10 or more phone line system and transferring calls to the appropriate voicemail or person that can help. Scheduling on the phone as well as scheduling face to face.  Taking messages by phone and passing them on to the appropriate person in the back office.  
Also have worked a few manufacturing facilities too.
     Coors ceramics/Coors Tek Golden, CO- 1993-1995 
Wrote a procedure manual for operating a machine and have taken metrology classes’ onsite training labs.  HTI in Hutchinson, Minn- assembly of computer parts for computer disk drives- 1991-1992
Started out inspecting beverage valves and pistons for Coors and then went to running a honing machine for the inside diameter and later went to running a lathe for cutting the parts out of the raw ceramics. 
     Litchfield Precision Components (LPC) Litchfield, Minn –Also assembly of computer parts for computer disk drives.-1988-89
Education:                                                                          
High School: Graduated June 3,1988 from Atwater-Grove City; Atwater, MN  56209
College:
· Alexandria Technical College- Alexandria, Mn. Medical Technology Program
· Colorado Christian University: Earned Liberal Arts degree in Middle Childhood Education K-6 with a minor in Biology.   Graduated May 1,1998 Lakewood, Co 80226
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