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Summary of Qualifications
Microsoft Windows 95,98,2000, SAP, Power Mac, Microsoft Word, Word Perfect, Excel, Outlook, Lotus Notes,  Internet Explorer, Netscape Navigator, Proficient in word processing/data entry, type 40 WPS, 10-Key by touch, Xerox, scan,  distribute mail, order office supplies, liaison for visiting customer, answer incoming calls, take messages, file, etc. Demonstrate ability to work independently, prioritize, meet deadlines, delegate work and provide training to peers and support staff, work with minimal supervision

Work History

11/07- 6/14   Trade Claims Coordinator – White Wave Foods                                     Broomfield, CO                                                                                                                    
Responsible for creation of dispute cases from in house documents,  Work with assist team to process and clear accounting disputes, update aging notes for clients, print and scan documents as requested by team members, assist with other projects as needed, 

5/07- 11/07 Office Coordinator - Cherry Creek Family Practice                                  Denver, CO
Responsible for assisting patients both in person and on the phone, scheduling appointments, billing, mail, ordering of office supplies, process medication refill requests

4/07- 5/0  Administrative Assistant - Auto Owners Insurance                                  Broomfield, CO
Assist Claims Department Representatives with filing, copying, customer service issues and clerical responsibilities within the department 

12/06- 4/07/11/03-5/04 Administrative Assistant II - Unemployment Insurance	       Denver, CO
Process B-290s, B-3s timely and accurately, data entry of time lapse, futures, enter and correct client information, process letters for verification of unemployment benefits, open and disburse incoming mail, file and assist other departments as needed

4/04-7/05 Closing Assistant - Fidelity National Asset Mgmt Solutions	                    Broomfield, CO
Assist Closing department with document preparation which included printing of deeds, notarize and obtain proper signatures for approval, pull and send POAs with deeds, scan and upload contacts into data base, assist customers with company web site to obtain contracts, order and maintain list of delinquent property taxes, insure taxes are paid in a timely matter, log and send letters requesting earnest money to be disbursed, process all out going UPS mail

12/1/05-4/06 Receptionist - Job Store		                                                           Westminster, CO
Meet and greet visiting customers, check identification and issue visitor badge, answer incoming calls, beep employees to let know visitor guests have arrived, assist supervisor with any projects as needed

9/02-11/02 Administrative Support/Billing - Excell Personnel	                                Denver, CO
Answer incoming calls, make travel arrangements, print and put together hand books for training, data entry of billing information to process bills for insurance companies and patients, interact well with a wide range of people
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3/00-09/02 Administrative Assistant/Billing Specialist - Master-Tek	                   Westminster, CO
Provide administrative support to staff, answer calls related to billing questions, enter correct and accurate information, calculate and print utility bills, sent out monthly reports to property managers, process returned mail, assist Human Resources with new hire packets, set up interviews for managers, schedule meetings

12/00-2/01 Patient Finance – Bryan’s Staffing	                                                       Greenwood Village, CO
Customer service, insurance follow-up, responsible for entering daily payment reports, contact insurance companies for follow-up information on accounts regards to authorizations, order medical necessity letters, enter updated information regards to status of claim

10/92-08/99 Administrative Support - Colorado Compensation Insurance	      Denver, CO
Communicate basic rules of workers compensation , including proper laws, procedures and requirements, process daily first reports of injuries, applications for insurance, address changes and other endorsements, via paper and over the phone, update and ensure vital information is maintained on policies, process daily mail, order and send loss history reports to policyholders




