Angela Swantkoski
13952 Fairfax St
Thornton, Co.  80602
(303) 475-1856
Babies72002@yahoo.com
	Education
	 1989-1993
Westminster High School                     Westminster, Co

Diploma
1995-1996                         Pima Medical Institute                        Denver, Co

Medical Assistant

	Work experience
	2001- Present
Kaiser Permanente                           Lafayette, Co

Desk Top Medicine
Check in Allergy patient’s for the dept.

Incoming and outgoing calls for the Allergy region in Colorado.

Call backs for normal labs, scheduling appointments and procedures.                        Mail out lab results to patients.

Watch injection patients in waiting area for any reactions and notify nursing staff.

Receptionist and customer service and other duties as assigned.

Exempla Lutheran Medical Center                                            Wheat ridge, Co

2000-2001                        Pre-Surgery Registration
Registered all incoming surgery patients for surgery. Updates insurance information and all current patient information into the system.
Exempla Lutheran Medical Center
1999-2001                         Emergency Room Registration                Wheat ridge, Co

Collected Insurance information and copays upon ER arrival.

 Wheat ridge Internal Medicine
1996-1999                           Front Office Manager                              Wheat ridge, Co

All Front office duties in a 9 physician Internal Medicine office.

Supervised front office staff.
	
	

	References
	Upon Request

	Qualifications


	Windows 2000, Vista, Excel level 1,2,3,MS Office, Word, Outlook, Data Entry, customer service, excellent cash handling skills, various clerical duties. Proficient 10-key skills, ability to multi-task with strong organizational skills, quick to learn new concepts, able to work in high stress environment, dependable, motivated individual with teamwork concepts, experienced in customer service and financial services. Able to work effectively with other employees, patients, and external parties.



