Sharon Killcoyne

7943 West 98th Avenue, Broomfield, CO  80021

720-371-5854 | skillcoyne@hotmail.com

Objective:  To work in an atmosphere that will allow me to use my organizational, analytical, creative and customer service abilities to the greatest degree.

Skills

· General office management of small businesses

· Manage patient information to comply with HIPAA and patient privacy regulations

· Strong customer service background

· Therapeutic lifestyle educator

· Software including FileMaker Pro, MS Office suite, and Practice Studio

· Medical billing and health insurance  

· Accounts and inventory management

· Public relations including presentation, copy writing, and media communications
Summary of Qualifications
I have worked in a variety of small business offices managing teams of professionals,

handling purchasing, accounts, and inventory  as well as taking on more specific tasks in the business context as needed.  I am well organized, energetic, and independent with experience in solving problems that many small offices face. In addition, I have gained experience in media relations and event organization as a volunteer for a local equestrian organization.
Employment History:

Stonehenge Chiropractic Center, Aurora, CO


2004 to Present

Office Manager and Chiropractic Assistant

· Manage front desk to facilitate patient flow from appointment scheduling to greeting patients

· Perform therapies on incoming patients per doctor recommendation

· Work with patients as a Lifestyle Educator to assist in their health goals

· Handle patient and insurance company billing and collections

· General bookkeeping

· Manage inventory control, purchasing and accounts

· Data entry, patient demographics
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Lenzini and Associates, Denver, CO



1991 - 2003
Office Manager and Administrative Assistant

· General bookkeeping and collections

· Accounts payable and receivable data entry

· Manage the field personnel schedules to meet client requirements

· Handle client inquiries regarding surveys and land descriptions

· Assist licensed surveyor in field operations

· Oversee all phases of order production from inception to delivery

Education:   

· Associates of Arts Degree, Front Range Community College May 2004                 
· Chiropractic Assistant Certification, Colorado Chiropractic Assoc. 2004                   
· Continuing professional education: 81 credit hours

Organization memberships:

· Lakewood Riding Club

· Jefferson County Horseman’s Assocation

· Worked to expand citizen access to public trails system through presentations at public hearings

· Arvada Area Horseman’s Association,  

· Media consultant, organizer and exhibitor for the  Arvada Area Horseman’s Rendezvous

References available upon request.

