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KRISTINA TRENCH
	  CONTACT
	612-402-1823

	 
	kristina.trench@gmail.com


CERTIFIED MEDICAL ADMINISTRATIVE ASSISTANT

EXPERIENCE 
Admissions Receptionist Minnetonka Ambulatory Surgery Center 2015 - Present
Provide the surgery center with efficient receptionist/administrative duties to ensure a welcoming patient environment.
Responsibilities include:
Welcoming and registering patients for surgery.
[bookmark: _GoBack]Verifying demographic and insurance information.
Collecting copayments.
Answering and triaging phone calls.
Office inventory.
Scheduling surgeries.
General office administrative duties.
Lead Client Service Coordinator Minnehaha Animal Hospital 2011 - 2015
Managed the client service staff to deliver superior front-end client service and patient coordination to a high-volume animal hospital. Developed and train new employee hires.
Responsibilities included:
Checking in clients for appointments.
Scheduling appointments and surgeries via phone and e-mail correspondence.
Implementing collaborative projects for associate companies.
Employee training.
Inventory.
General office administrative duties.
EDUCATION 
Certified Medical Administrative Assistant National Health career Association
Completed requirements to receive CMAA certification from the National Health career Association. 

Medical Administrative Assistant CareerStep
Completed course of study in Medical Administrative Assistant program from
Career Step Online Education.

Associate of Applied Science Degree Hennepin Technical College
Received an Associate of Applied Science degree in Child Development from
Hennepin Technical College.
	SKILLS
	Microsoft Word

	 
	Microsoft Outlook

	 
	Microsoft Excel

	 
	Microsoft Powerpoint

	 
	EPIC Systems

	 
	IDEXX Cornerstone® Practice Management System

	 
	Multi-Line Phone Experience and Etiquette

	 
	Electronic Health Records (EHR)

	
	

	
	



Additional Info
Career Information
Most recent employer
-
Relevant work experience
1+ to 2 Years
Highest Education
Associate Degree
Career Level
Experienced (Non-Manager)
Availability
Within one month
Location
US-MN-Richfield
Relocate
Will Not Relocate
Travel
Up to 25% travel
Willing to work weekends
-
Security clearance
-
Willing to work shifts
-
Target Job
Company size
-
Desired status
Job type
Salary
-
Locations
US MN Minneapolis 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
-
Industry
-
Occupation
-
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency

	Test English
	Intermediate
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