[bookmark: _GoBack]AMY DAUGHERTY
13810 Detroit Street
Thornton, CO 80602
303-746-1420

SKILLS:
						
Transcribed Doctors orders		            ICD-9 and CPT coding proficient
Patient scheduling				Accounting pt. and office
Inventory control 				Phone triage
Excel, QuickBooks, Microsoft Office	Medical Terminology 
Install medical and office software		IMPAC, Meditech, Medisoft, Moziac
				                          
OBJECTIVE: Looking for a position where I can utilize my office management skills as well as my clinical experience.  The ideal position will require a high energy level, accountability, initiative, and the ability to work objectively with people towards mutual goals.

EXPERIENCE:
10/2005 to 3/29/2013
Secretary III: P/SL Radiation Oncology – Denver, Co 80218
· Patient scheduling, collect pt data for consult
· Maintain organization of office and pt. records
· Assist all staff and patients, receptionist
2/2003 to 2/2005
Office Manger:  Front Range Chiropractic – Westminster, CO 80021
· In a collaborative effort with the Doctor, we planned, organized and implemented a business plan, which grew from 0 to 400 patients in less than 2 years.
· Responsible for all financial records including accounts paying and receiving, financial counseling with patients to facilitate affordable payment plans.
· Applied various treatments and therapies to patients, took x-ray’s
· Set up and organized office from the start, including instillation of all medical and financial software
10/94 to 11/02
Team Leader/Server Lawry’s the Prime Rib – Addison, TX 75001
· Developed strong organization, multi-tasking and interpersonal                         skills while serving large groups of business and private parties.
· Knowledge of fine food presentation and wine selection in a five star Dallas restaurant.
· Acknowledgement of outstanding sales and performance.


Education:
Associates Degree: Focus Science/PSY – Eastfield College, Dallas TX
Dean’s List, Phi Theta Kappa

