		Name:
	[bookmark: _GoBack]Caylee Edwards

	Phone:
	952-831-9184

	Email:
	cayleemarie118215@gmail.com

	Location:
	US-MN-Minneapolis-55437

	Work Status:
	Not Specified

	
	

	
	

	Last Modified:
	4/23/2015

	Last Activity:
	6/17/2015



	



Experience
	Total years experience:
	1 Year, 4 Months

	Job Categories:
	Customer Service  (No experience)


	
	



Work History
	Company Name:
	Iod Incorporated
	(1 Years) May 2014 - Present

	Job Title:
	Client Service Representative

	

	Company Name:
	Asset Connectors
	(0 Years) January 2014 - December 2014

	Job Title:
	Administrative Assistant



Education
	School:
	Jefferson High School
	Graduation Date:
	May 2013

	Major:
	Not Applicable
	
	
	

	Degree:
	High School
	
	
	

	
	
	
	

	School:
	Minneapolis Community Technical College
	Graduation Date:
	

	Major:
	
	
	
	

	Degree:
	None
	
	
	



	


Additional Skills And Qualifications
	Recent Job Title:
	Client Service Representative
	Recent Wage:
	

	Languages Spoken:
	
	Managed Others:
	

	Security Clearance:
	No
	Military Experience:
	

	
	
	
	

	
	
	
	

	
	
	
	



Desired Position
	Desired Wages:
	
	Desired Employment Type:
	

	Desired Travel:
	
	Desired commute:
	

	Desired Relocation:
	
	



Resume

CAYLEE EDWARDS 
4640 NINE MILE CREEK PARKWAY - 
BLOOMINGTON MN - 55437 
952-831-9184 ▪ cayleemarie118215@gmail.com ▪ 


Objectives 

Effective and results-driven individual seeking a role which I can utilize my administrative / 
accounting skills. Looking to provide strong support, be a great team player. 

Experience 
Client Service Representative ▪ May 2014 - Current 
IOD Incorporated ▪ Edina MN 

Process a high volume of medical records request (lookup, pull, scan, document) 

Review & approve invoices for payment 

Verify authorization for HIPAA compliance on release of information request 

High level of medical Records ROI / medical office experience 

Maintain a high level of confidentiality while providing customer service to internal / external 
parties 

Experience 
Administrative Assistant ▪ 2 0 1 4 - 2014 
Asset Connectors ▪ Bloomington MN 

Review & approve invoices for payment for the department 

Provide comprehensive administrative support to leads 

Provide high level of customer service to internal / external parties 

Highly skilled in sorting, filing, retrieving, storing and updating multiple invoices / files (manual / 
electronic) 

Skills 
• HIPAA certified, skilled in Microsoft Word and Excel, 10 key General office duties (phones, mail, 
organization) 

Education 
Jefferson High School 
May 2013 ▪ H i g h S c h o o l Degree 
• Jaguar Pride Award Year 2010, 2011, 2012, 2013 
o Exhibits true character by demonstrating qualities of citizenship, responsibility, integrity, 
honesty, and respect. 

Minneapolis Community Technical College 
Current
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Name:  Caylee Edwards  

Phone:  952 - 831 - 9184  

Email:  cayleemarie118215@gmail.com  

Location:  US - MN - Minneapolis - 55437  

Work Status:  Not Specified  

  

  

Last Modified:  4/23/2015  

Last Activity:  6/17/2015  

  

  Experience  

Total years  experience:  1 Year, 4 Months  

Job Categories:  Customer Service     (No experience)    

  

  Work History  

Company Name:  Iod Incorporated  (1 Years) May 2014  -   Present  

Job Title:  Client Service Representative  

 

Company Name:  Asset Connectors  (0 Years) January 2014  -   December 2014  

Job Title:  Administrative Assistant  

  Education  

School:  Jefferson High School  Graduation Date:  May 2013  

Major:  Not Applicable     

Degree:  High School     

    

School:  Minneapolis Community Technical College  Graduation Date:   

Major:      

Degree:  None     

 

 

Additional Skills And Qualifications  

Recent Job Title:  Client Service Representative  Recent Wage:   

Languages  Spoken:   Managed Others:   

Security  Clearance:  No  Military  Experience:   

    

    

    

  Desired Position  

