Sherri Gehrking
2623 7th Ave N    Sartell, MN 56377  320-260-0551(c)  320-253-6750(h)  sgehrking@charter.net
Objective
To obtain a position which will be rewarding, have advancement possibilities that will challenge me with rewarding experiences.
Education
ST. CLOUD TECHNICAL AND COMMUNITY COLLEGE—ST. CLOUD MN
HIT Associates Degree December 2010	
Internship Experience—Centra Care Health System 2010



· 



· Document Scanning
· Preparation of Documents for Scanning

· Coding Observation
· Patient Admitting Observation

ST. CLOUD BEAUTY COLLEGE—ST. CLOUD, MN
COSEMTOLOGY LICENCE JUNE 1991
ST. CLOUD TECHNICAL COLLEGE—ST. CLOUD, MN
Some accounting courses 1989
Accomplishments

· President’s List
· Dean’s list 
Skills

Appointment Scheduling
Public Relations
Mailings for advertising
Dependable/Attention to detail
Confidentiality
Customer Service/Satisfaction
Computer skills in MS Office Software
Effective/Efficient Communication Skills
Maintain daily tills for nightly deposits
Inventory and ordering products and supplies
Basic Accounting
Ability to learn quickly

Related Courses/Experience
Medical Terminology
Anatomy/Physiology
Pharmacology
Transcription
Keyboarding
Medisoft (Medical/Patient Record Software)
· Iris
· Greenway
Legal Aspects of Health Information
Medical Coding

Professional Experience
Sales—Smokin’ Monkey (7/2013-5/2014) – Performed sales, use and safety education, of electronic cigarettes.
Express Care Receptionist—St. Cloud Medical Group (11/2012-02/2013)
[bookmark: _GoBack]Office Team— 	(04/2011-present) Temp Positions:
· HR Auditor—Encore Capital Group - Sorted and compiled employee files form acquired company.
· Document Scanning—St. Cloud Mental Health Center – Scanned Business Office records into HER.  	
· Document Imaging—Encore Capital Group – Scanned legal documents in to system for Attorneys. 
· Part Quality—Matrix Wire – Examined vender parts for imperfections and compiled report for vender. 
Kelly Services—Bluestem Brands (09/2011-01/2012) - Inbound customer service calls.

Hair Stylist—Lee and Friend’s Hair Design (04/2000-11/2002)

References available upon request
