Kristin J. Hager
14258 E. Quinn Circle ( Aurora, Co 80015
(303) 638-1848( Canaryellow125@gmail.com
 

Dear Hiring Manager,

 

Thank you for the opportunity to interview for the position of a Receptionist.  I believe my training as a Receptionist and past work experience qualifies me for this position. My salary requirements are negotiable. 
My past experience will show you that I am a very determined individual. I strive to be a very valuable and dependable employee. To highlight a few items for your attention:
· I have excellent organizational skills and am able to manage my time efficiently. 
· My verbal and writing skills are excellent, as well as my attitude and appearance.  

· My customer service skills have been recognized by many employers and customers alike and my interpersonal skills foster a team environment among employees. 
 

Thank you in advance for your consideration and the opportunity to meet with you to discuss this opportunity. 

 

 

 

Sincerely,

 

 

 

Kristin J. Hager
Kristin J. Hager
14258 E. Quinn Circle ( Aurora, Co 80015
(303) 638-1848( Canaryellow125@gmail.com
_________________________________________________________________
--- Education ---
Concorde Career College 



Graduated Jan 2011
Medical Assistant Diploma Program

Core Courses included: Clinical responsibilities such as patient histories and vital signs, performing first aid and CPR, preparing patients for procedures, assisting the physician with examinations and treatments, infection control, collecting and processing specimens, performing selected diagnostic tests, and preparing and administering medications as directed by the physician.

Administrative skills included scheduling and receiving patients, preparing and maintaining medical records, performing basic secretarial skills and medical transcription, handling telephone calls and written correspondence, serving as a liaison between physicians and other individuals, and managing practice finances.

--- Core Competencies ---

Alternative Medicine, Holistic Medicine, Chiropractors Lab Equipment, Acupuncture, Integrative Medicine, Bone Density Scans, Venipuncture, ICD9 and CPT’s, Filing Charts, Medical Terms, Urinalysis, Scanning Charts, EKG’s, Requisition Forms, Vitals, Billing and Coding, Medication Dosage, Spirometry, Injection Dosage, Injections, Rapid Strep Tests, Casting, Pregnancy Test, Type 80 Words Per Minute, Multi-Phone, First Aid/CPR Certification, Attention to Detail, EMR – Electronic Medical Records using Greenway Software, Microsoft Office
--- Career Highlights ---
Darque Tan/ Centennial, CO   



Jan 2012 – July 2012
Sales Representative/Assistant Manager                                 
· Hourly pay + sales bonus for hitting sales quota
· Achieved sales goals through productive sales conversations daily 
· Enthusiastically greeting customers and giving them a great customer experience
· Maintained the inventory throughout the store and answered sales calls
· Tested equipment weekly for cleanliness and provided weekly evaluations on personnel
East-West Healthcenter/Greenwood Village, CO 
Dec 2010- May 2011
 Medical Assistant 
· East-West Health Center is an integrated medical practice combining conventional medicine with alternative care. Started as an intern and employed as a medical assistant upon graduation. 
· Performed a variety of back office procedures, to include payment processing for insurance claims with patients and insurance companies and attained approvals for procedure codes.
· Greeted patients to make them at ease, took vitals and assisted Doctors with procedures, phlebotomy, injections, handled patient messages, pharmacy fillings and filing charts.
Rocky Mountain Geothermal/Englewood, CO 

July 2009-Aug 2010 
Executive Assistant
· Performed back office functions for a renewable energy company installing geothermal systems to include taking and receiving orders, answering multi-line phones, filing, faxing and provided customer service support by answering and handling customer issues and inquiries. 
· Provided logistical support for construction job sites by ordering large amounts of supplies and machinery and making sure they were on site at the times specified – even if I had to deliver it.
Benchmark Printing/Denver, CO 



Aug 2005-May 2009
Receptionist/ Executive Assistant
· Provided a variety of back office support functions for a full service color digital and offset printing company to include bookkeeping (QuickBooks), taking and receiving orders and managing deliveries in the Denver metro area. 
· Provided support for printing operations to assist in the receipt of printed work, collating and folding jobs, small print and copy jobs and deliver work to clients. 
· Received numerous pay bonuses and base pay increases for outstanding work. 
--- References ---
Available upon request
