Felicia Balase
(720) 394-8904 
   Denver, CO 
 feliciabalase@gmail.com

Objective yet compassionate healthcare professional who demonstrates excellent problem-solving capabilities, a calm and professional demeanor, and a tremendous amount of respect for cultural sensitivity, in addition to possessing exceptional skills regarding organization, attention to detail, and the ability to comply with regulatory agencies as well as maintain discretion when working with confidential and sensitive information
Summary of Qualifications

· Bi-lingual English/Tagalog; 7 years customer and relations experience; 5 years supervisory/management experience
· Proficient in creating and interpreting sales, labor, general reports; telephone etiquette; training and mentoring; data entry; and standard office equipment operations (computer, fax, copier, scanner, ten key)
· Intermediate Microsoft Office Word, Excel, and PowerPoint skills; type 50 WPM
· Excellent oral and written communication skills; strong ability to work in team-oriented and self-directed environments; superior interpersonal skills with the ability to build effective working relationships with people both inside and outside the company
· Able to remain calm and professional in high-pressure, fast-paced environments; excellent critical thinking skills; motivated; efficient; able to multi-task and prioritize effectively; organized with a high level of attention to detail     
Education
CollegeAmerica – B.S. Healthcare Administration
Denver, CO 
06/11 – 02/13
· Working knowledge in management and operations of a healthcare facility, long term care administration and human resources management;  trained in phlebotomy, drug administration, nursing assistant techniques, pharmacy technician procedures, medical billing and coding processes, X-Ray positioning and lab procedures
· Received numerous awards for academics and attendance throughout education; graduated Magna Cum Laude 
Employment
Allerpointe – Allergy Technician
Denver, CO
03/14 – Present
· Responsible for the overall effectiveness of the immunotherapy, provide patient centered care that is developmentally, compassionate, and effective for the treatment of health problems
· Responsible for educating patients on educating patients, handling and submission of all billing documentation to the appropriate office, and ensure compliance by following up with the patient. 
· Ensures that inventory is ordered and received as required by policy, develops and maintains effective professional relationships with providers, medical office staff, and office manager. 
Shcryver Medical – X-ray Dispatch
Denver, CO
11/13 – 03/14
· Facilitates the timely processing of x-rays and ultrasound orders through results reporting.

· Interacts regularly with a wide range of internal and external contacts and coordinates individual patient orders to ensure turnaround commitments are met within required standards

· Practiced strict adherence to HIPPA with patients confidentiality 

Caribou Coffee – Shift Manager  
Denver, CO 
02/08 –04/13   

· Promoted from team member to shift manager within 5 months of hire; received a Certificate of Excellence for customer service and was honored for Best Attendances May 2010 

· Supervise 3 employees including training, mentoring, coaching, accountability, and evaluation 
· Increased sales by 15% overall through utilizing excellent upselling technique; improved monthly secret shopper evaluation scores by an average of 17% - 20% through employing outstanding customer service skills as well as ensuring that all team members are properly trained in demonstrating superior customer service practices
VOLUNTEERISM

9Health Fair – Volunteer Phlebotomist 
Aurora, CO

                   04/11

AWARDS

9Health Fair – Recognition of Service for Going Above and Beyond the Call of Duty




     04/11
