Danette Larez
1374 S Fulton Way #204 Aurora, CO 80247
303-505-7165
Danette22@hotmail.com
Objective:
To obtain a part time or weekend job where I can demonstrate my various computer skills, independence, creativity, friendly and positive self, and reliability. 
[bookmark: _GoBack]	
Education:
2013-2014	Bachelors of Legal Studies, Kaplan University, Davenport, IA
2010-2011	Associates of Paralegal Studies, Kaplan University, Davenport, IA
2004-2005	Integrated Physiology and Biochemistry studies, University of Colorado at Boulder, Boulder, CO         

Work Experience:
2013- Current The Plastic Surgery Clinic, Front Desk Receptionist, Denver CO
· Answer and route calls via multi-line phone for 20+ employees with in the practice of four separate physicians.
· Greet patients, collect co-pays, and collect and input all patients’ information.
· Order various supplies for the entire practice to include brochures, lab coats, and coffee supplies.
· Schedule follow-up, post-operative, and new patient appointments.
2012- 2013      The Plastic Surgery Clinic, Part-time Administrative Assistant for Dr.                        		   	David Schnur and Front Desk Reception back up, Denver CO       
· Cover front desk when receptionist’s needed time off.
· Promoted to full time front desk receptionist in August 2013.
· Part time administrative assistant to Dr. David Schnur, which started as fill in from 2007-2009, then came to work part time in 2012.
· Filing, dictation, and prepared charts for clinic, along with patient scheduling
· Converted all paper charts to electronic from 2004- current.
· Ran clinic, by myself with Dr. Schnur at his Aurora office twice a month.
· Insurance verification and authorization.
References:
Given upon request.
