2100 w 100th Ave, Thornton, CO 80260 • (303) 522-9798 • olivas_14@yahoo.com
» Objective
Seeking an employment where I can contribute with my knowledge and leadership skills to provide the best support directly to the team and the organization.
» Education
Aug/2009- May/2010
Emily Griffith: Acquired a degree in Dental Assisting.-GPA: 3.9
Aug/2013- Present  
Front Range Community College: Working on a B.A of Science. GPA: 3.9
[bookmark: _GoBack]» Skills 

Applications
During my most recent employment, I acquired the experience required to work as a team leader under extreme amounts of work load. Although the role I occupied did get very hectic at times, I was able to accomplish everything that my role required plus other duties that were not within my role. Also, I was capable to develop leader qualities due to the fact that I was the person in charge of training the new hires as well as attending to meetings regarding department schedule templates and new providers. Developing these qualities not only brought great satisfaction to me, but I also received various recognitions and awards regarding my leadership and initiative. I am very efficient working in PowerPoint, Outlook, Microsoft word and Epic. 
Languages
Fluent-Spanish and English
» Work Experience 
Children’s Hospital Colorado May/2013-Present
Patient service coordinator 
•	Answer calls for the Spanish call center.
•	Make appointments for over 22 departments.
•	Receive web referrals and input them into the system and call to schedule.
•	Experience with every computer software.
•	Coordinate multiple appointments for patients to come in on one day.
· Provide insurance verification through e-verify.

· Trained new hires 

· Keeping the whole team up to date regarding scheduling guidelines and new providers.


· Answering in-baskets for more than 22 departments. 


Small Smiles of Denver, Denver, Colorado
Dental Assistant, Jan/2012-Aug/2012
•	Assisted the Doctor during treatment. 
•	Prepared procedure rooms for when the doctor was ready. 
•	Served as a Hygienist Assistant.
•	Trained as a lab technician.
•	Translator. 
•	Was mostly in hygiene bay, doing sealants and doing prophylaxis.
Martinez Dental, Arvada, Colorado
Dental Assistant- Externship, Jul/2010-Dec/2010
•	Prepared rooms for doctors  
•	Brought back patients to procedure rooms.
•	More focused in sterilization. 
» References:
 
Supervisor: Douglas Cohen (303)-503-9071
Office Manager for Small Smiles: Erica Alvarez (505)-999-7472

Hygienist: Khoa Nguyen (303)-667-2438
