Chandler Paul
12150 Washington Center Parkway Thornton, CO 80241
(303)-241-3634 – chandlerpaul.cp@gmail.com
	
	
	Objective
To secure a position with a well established organization with a stable environment that will lead to a lasting relationship in the field of clerical work. To obtain a position that utilizes my organizational, computer, and customer service skills alongside my outgoing personality and my attention to detail.

	
	
	

	
	
	Experience
Optimal Home Care – Intake Coordinator/Medical Records Clerk     Feb 2014 – Present 
Coordinate intakes with speed and accuracy. Control the flow of medical records while maintaining compliance and HIPAA regulation. Gathers patient information by collecting demographic information from a variety of sources. Maintains master patient index by completing assigned portion of daily audit trail; correct and communicates problems according to procedures. Initiates the medical record by creating and processing patient chart. Keeps health care providers informed by communicating availability of the record. Maintains quality results by following CHAP standards.  Maintains patient confidence by keeping patient records compliant with HIPAA. Serves and protects the home care community by adhering to professional standards, policies and procedures, federal, state, local requirements, and CHAP standards. 
Adecco Staffing Agency
Client- Apple Inc. – Inbound Call Center	May 2013 – Oct 2013 
Experienced heavy call volumes while calming angry customers, logging information simultaneously in iLog, provided excellent customer service while troubleshooting iOs devices, set up repairs, promoted sales while keeping individual call center statistics high and receiving excellent customer feedback.
Dan’s Electric Inc. (LLC) – Data Entry 	May 2011 – Jan 2013
Entered data of purchasing history and inventory, provided customer service through the phone, scheduled appointments, created invoices, processed bank deposits. 

	
	
	

	
	
	Education
Front Range Community College	Aug 2012 – Present 

	
	
	

	
	
	[bookmark: _GoBack]Skills
Problem Solving – Resolves in-depth queries in a methodical manner independently with a high level of quality. 
Team Player – Enjoys sharing knowledge and encouraging growth of others to achieve team goals. 
Systems Knowledge – Advanced with Microsoft Office and iWork programs, experience with Peachtree and logging data.  Can type 91 words per minute, tech savvy and quick learner. Ability to work with various operating systems including Windows, Mac OSX, and Linux.
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