		Name:
	[bookmark: _GoBack]Cynthia Schlicht

	Phone:
	952-707-0336

	Email:
	cmschlicht@worker.com

	Location:
	US-MN-Burnsville-55337

	Work Status:
	US Citizen

	
	

	
	

	Last Modified:
	4/25/2015

	Last Activity:
	7/14/2015



	



Experience
	Total years experience:
	6 Months

	Job Categories:
	Admin - Clerical  (No experience)
Facilities  (No experience)
  (No experience)


	
	



Work History
	Company Name:
	New York Life Insurance
	(0 Years) June 2013 - July 2013

	Job Title:
	Receptionist

	

	Company Name:
	Kelly Services
	(0 Years) November 2010 - December 2010

	Job Title:
	

	

	Company Name:
	Masterson Staffing Solutions
	(1 Years) November 2009 - March 2010

	Job Title:
	Document Imaging Specialist



Education
	School:
	Normandale Community College
	Graduation Date:
	

	Major:
	
	
	
	

	Degree:
	None
	
	
	



	


Additional Skills And Qualifications
	Recent Job Title:
	Receptionist
	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

Cynthia Schlicht
(952) 707-0336, cmschlicht@worker.com

SUMMARY
Certified Medical Transcriptionist with 10-key and typing skills honed over years of successful contract work. Data entry and clerical professional with strong attention to detail, proficient in MS Office, and dedicated to providing quality customer service. Equally comfortable working independently or as part of a team and motivated to achieve positive outcomes for those served.
SKILLS AND QUALIFICATIONS

Certified Medical Transcriptionist
Medical Billing
10-Key 11,175 ksph
Alpha numeric 11,952 ksph
Type 67 wpm
Benchmark KB
MS Excel, Word, Outlook
Shorthand for Windows
Intake and Registration
Documentation and Verification
Customer Service
Strong Work Ethic


DATA ENTRY EXPERIENCE
Redbrick Health, Minneapolis, MN (Various contracts) 7/2013-Present
Document and enter data from consumers’ health screenings, health assessments, and other related activities in support of various companies and their goals to improve the health and well-being of their employees.
Masterson Staffing Solutions, Bloomington, MN 5/2012, 9/2012-1/2013
Successfully completed contracts for Metropolitan Council and Hennepin County Government Center. Entered registration information and data for voters relocating within Hennepin County, as well as for new County residents. Verified demographic information from disadvantaged companies ensuring necessarydocumentation was received and filed correctly.
TempForce, Edina, MN (Contract with Federal Reserve Bank) 11/2011-1/2012
Sorted and processed savings bonds orders accurately and efficiently. Utilized electronic system for entry of bond information.
Express Personnel, Minneapolis, MN 2/2011-3/2011
Successfully completed contract for AcheiveMpls in data entry and processing applications for STEP-UP youth employment program.
Express Personnel, Minneapolis, MN (Contract with NBS) 9/2010-10/2010
Responsible for data entry of sweepstakes entries with Sleep Number, food orders with Cub Foods, overdraft notices with banks, miscellaneous data entry projects
Ajilon Professional Staffing, Minneapolis, MN (Contract with Fraser Child & Family Center) 3/2010-4/2010
Logged billing sheets for services rendered to clients with mental disabilities.
ADDITIONAL EXPERIENCE
Receptionist 6/2013-7/2013
New York Life Insurance, Edina, MN
Served as reception and intake representative for customers seeking telephone interviews in pursuit of life insurance.
Documentation and Verification Specialist 11/2010-12/2010
Kelly Services, Minneapolis, MN (Contract with Royal Bank of Canada)
Verified and documented beneficiary information for Simple and Roth IRAs and adoption agreements.
Document Imaging Specialist 11/2009-3/2010
Masterson Staffing Solutions, Bloomington, MN (Contract with Wells Fargo)
Reviewed and scanned documents for home loan refinancing in loss mitigation department
EDUCATION
Medical Transcriptionist Certification
Career Step, Provo, UT
Associate of Arts, Music
Normandale Community College, Bloomington, MN


Name:


 


Cynthia Schlicht


 


Phone:


 


952


-


707


-


0336


 


Email:


 


cmschlicht@worker.com


 


Location:


 


US


-


MN


-


Burnsville


-


55337


 


Work Status:


 


US Citizen


 


 


 


 


 


Last Modified:


 


4/25/2015


 


Last Activity:


 


7/14/2015


 


 


 


 


Experience


 


Total years 


experience:


 


6 Months


 


Job Categories:


 


Admin 


-


 


Clerical


 


 


(No experience)


 


Facilities


 


 


(No experience)


 


 


 


(No experience)


 


 


 


 


 


Work History


 


Company Name:


 


New York Life Insurance


 


(0 Years) June 2013 


-


 


July 2013


 


Job Title:


 


Receptionist


 


 


Company Name:


 


Kelly Services


 


(0 Years) November 2010 


-


 


December 2010


 


Job Title:


 


 


 


Company Name:


 


Masterson Staffing Solutions


 


(1 Years) November 2009 


-


 


March 2010


 


Job Title:


 


Document Imaging Specialist


 


 


Education


 


School:


 


Normandale Community College


 


Graduation Date:


 


 


Major:


 


 


 


 


 


Degree:


 


None


 


 


 


 


 


 


Additional Skills And Qualifications


 


Recent Job Title:


 


Receptionist


 


Recent Wage:


 


 


Languages 


Spoken:


 


 


Managed Others:


 


 


Security 


Clearance:


 


No


 


Military 


Experience:


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Desired Position


 




Name:  Cynthia Schlicht  

Phone:  952 - 707 - 0336  

Email:  cmschlicht@worker.com  
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