Jan Luong

10016 Elliott Circle

Federal Heights, Co 80260

Email:  luong_jan@yahoo.com, Phone:  303-887-5315 (Mobile)

OBJECTIVE
Seeking an Administrative Assistant Position 
EDUCATION
Northglenn High School, Northglenn, CO 80221
Front Range Community College, Westminster, CO

Degree:  Pharmacy Technician Certificate, June 2005


Major:  Associates of Arts with Designation in Business May 2013

EXPERIENCE
Patient Coordinator

Perfect Teeth, Arvada, Colorado

· Greets patients/check patients in 
· Enter and verify patient insurance

· Explains all paperwork and forms to patients and assists patients in proper 

Completion of forms

· Coordinates benefits and present treatment plans
· File charts and ensure patients paperwork are updated and correctly completed

· Answer phones and call patients to confirm appointments
· Accept patient payments
Front Desk Clerk, Work Study




Front Range Community College, Westminster, Colorado



August 2012-May 2013

· Greeting customers and enrolling students into classes

· Taking payments and handling customers problems

· Using Microsoft Access to enter student’s data into program

· Answering phones
Production Operator 2

Coorstek, Golden, Colorado, February 2004-January 2012
· Transferring data collected into computer
· Operating multiple machines at one time

· Inspecting parts to make sure that they are within tolerance to the blueprint using micrometer/calipers

· making adjustments (offsets) to machinery that are necessary or inform set-up personnel of the problem

· Transferring parts ran for that day into the computer
Pharmacy Technician

Walgreen’s, Thornton, Colorado, June 2005-November 2005
· Greeting customers and helping them with there problems

· Collecting information from customers and entering their information into the computer (name, phone number, address, prescription, etc.)

· Calling doctors office to verify signature or prescription order

· Calling insurance to verify patient eligibility

· Filling prescriptions for patients

SUMMARY OF

QUALIFICATIONS Computers Skills and Language      

· Experience in 10 key                                                                              
· Keyboarding speed of 65 wpm

· MS windows, Excel, Power Point, Access, Word, Outlook

· Detail oriented and strong organization skills
· Quick learner and team player

· Fluent in Vietnamese
