 Barbara A. Rick
Thornton, CO   80233

Home 303-280-9470

Cell 303-918-2609

fbrick1@msn.com

Career Overview
I have worked several years in the retail and medical fields.  During this time I developed excellent management, critical thinking and customer service skills.  I am very proficient in Data Entry, 10Key, and Type 35 Wpm with no errors.   I am also a very  hard working, reliable, well organized individual, and excellent communicator, as well as, a team player.

Skills Highlights
  Data Entry
  10 Key
  Typewriter 35 WPM
  Document Imaging
  Filing
  Organization Skills
  Critical Thinking
  Leadership
  Management
  Staff Supervision
  Staff Scheduling
  Job Scheduling
  Healthcare Management
  Healthcare
  X-ray
  At Multitasking
  Multi-line Phone
  Presentation Skills
  Supply Ordering
  Microsoft Office
  Keyboard Skills
  Internal Communications
Core Accomplishments
Operations


Collaborated with teams/departments to ensure smooth work flow and efficient organization of


operations.   
Management


Facilitated on boarding for new employees by scheduling training, answering questions and 



processing paperwork.
Scheduling


Maintained daily/weekly/holiday and time off schedule for approximately twenty-five  
employees covering all  three work shifts, seven days per week with weekends and holidays.       

Problem Solving

Analyzed information and evaluated results to choose the best solution for the problem.
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Work Experience 

MMC Group-Glendale, CO  Data Entry- Eligibility Specialist Trainee 

December 2014-January 2015

Training to apply the skills for processing applications in Colorado Benefits Management System (CBMS)  to determine benefit eligibility for state medical assistance programs under the Colorado EEMAP Project.
Walmart-Broomfield, CO   Sales Associate  August  2013-October 2014
Provide customer service, maintain merchandise presentation by stocking and rotating merchandise.  Setting up and organizing product displays of promotional and seasonal items, signing and pricing merchandise appropriately.  Receives and stocks merchandise from distribution center.                                                                                                                                          







      


DoogieLabs.com-Thornton, CO  Data Entry  May 2012-July 2013

Data entry for computer repair and internet sales.  Provides customer service via phone and internet.  Also responsible for packing and shipping merchandise.

Kaiser Permanente-Denver, CO   Data Entry-Document Processing- Radiology Film Loader   December 2011-April  2012
Access multiple computer systems for search, retrieval and input of radiological data.  Print and match comparative radiologic studies, while insuring correct anatomical  presentation, as well as , correct orientation with comparison studies.  Performs clerical and quality assessment procedures related to the reading of radiological  films.

Education
Ashworth College

Community College of Denver

Adams City High School
Norcross, GA


Denver, CO



Commerce City, CO

Associate Degree

Associate Degree


High School Diploma
Management 


Science




FBLA Club Member
Healthcare


Radiology



DECA Club Member

