Robert Thomas

18345 E Flora Dr Unit L    Aurora, CO 80013    (303) 909-1508    RLThomas3490@gmail.com
	Professional Profile
	 Self-motivated learner with ease of adaptation to new surroundings and attaining new skill sets.
 Extremely detail and goal oriented with focus and persistence, always taking initiative without instruction and meeting deadlines.
 Experience managing administrative duties including inventory, business flow, and cash operations.
 Responsible and accountable for department scheduling, editing and formatting.
Works diligently and excellently under pressure, especially in a fast paced office environment.

	Work Experience
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Rocky Mountain Urgent Care | Englewood, Colorado
February 2013 – Present
· Assuring patients are greeted and checked-in in a timely fashion.
· Providing initial triage of patients who show signs of serious illness or complications.
· Processing requests for medical records within a 2-5day time frame per policy.
· Assisting management with missing information requests.
· Trained and functioned as a super user and trainer for Greenway.
· Providing on site IT support for staff, and assistance for IT-Guru, an IT support group.
· Answering a multi-line phone system and properly handling or directing phone calls for swift resolution.

Career Connections Incorporated | Longmont, Colorado
July 2012 – August 2012  AppleCare IOS Advisor
· Ensured positive and informative service to customers with a top rated customer support system.
· Provided customer support within constrained policies for numerous Apple devices and applications with emphasis in iTunes and iCloud related issues.
· Supported the software components of IOS devices and knowing when to handle as well as escalate customer inquiries to various departments or service provider.
Havana Auto Parts | Aurora, CO
March 2011 – March 2012  Driver/Delivery Specialist
· Responsible for order inventory and verification; delivery of goods and services in a timely manner.
· Provide superior customer service in all aspects, in and out of store.
· Maintain and care for minor maintenance of company vehicles.
Petsmart | Aurora, CO
May 2008 – March 2009   Pet Care Manager
· Department head responsible for the procurement and maintenance of all aspects of the fish, reptile and small animals department.
· Given the responsibility and authority to open and close the store in a supervisory position.
· Experience in customer service and cash handling operations of the front end.

Aurora Denver Cardiology Associates | Aurora, CO
2000 – 2001  Medical Records Clerk
· Filed patient medical records and maintained physician/patient charts and filing system integrity.
· Collected prescription orders and refill requests for delivery to the nursing personnel.
· Created and processed medical charts for new patients and walk-ins.

	Education
	
Bachelors of Science -  Wildlife Biology
Colorado State University | Ft. Collins, CO
December 2010
· Data collection and analysis of animals and animal habitats.
· Methods of measuring wildlife and flora densities in suburban, rural and natural environments for comparison study.
· Performed assessments regarding the health of natural landscapes and wildlife.

Bachelors Of Science - Computer Information Systems
Columbia College | Aurora, CO
December 2005
· Programming, System development, and Databases
· Experience with C, C++, Unix based systems, Visual Basic and some C#
· Networking (CISCO Systems I and II) – Aurora Community College



