Katie Okerstrom

25104 Halfman Road, Saint Cloud, MN 56301
Cell Phone (320) 980-6923 SalzerKat@msn.com
CAREER FOCUS
To obtain a challenging position with a market leader that utilizes my education, experience in management, sales and customer relations. 

PROFESSIONAL EXPERIENCE

DIRECTOR OF CLIENT RELATIONS / EXECUTIVE ASSISTANT TO THE PRESIDENT
MARCH 2013 - PRESENT
Laraway Financial Advisors – Saint Cloud, Minnesota    
· Coordinate Client Monthly , Quarterly and Yearly Distributions and Cash Balances
·   Client Reports Quarterly and when needed
· Advisor support: Client tracking, filing, mailings, appointment setting, misc. admin tasks
· Schedule/coordinate annual client meetings and prepare reports for meetings
· Prepare Client Newsletter Quarterly 
· Organize, Plan and Coordinate Client Appreciation Events 
· Client services planning and documentation 
· Tracking Advisor continuing education 
· Maintained client confidentiality 
· Establish new account paperwork
· Miscellaneous projects needed by the President and other Advisors 
· Enter and maintain client databases
· Establish and update office procedures 

SALES CONSULTANT
MAY 2013-PRESENT
JF Kruse Jewelers – Saint Cloud, Minnesota    
· Work one-on-one with customers for sales of merchandise
·   Administrative duties including answer phones
· Take in repairs for the Bench Jewelers

OWNER/MEDICAL BILLER
JANUARY 2008-MARCH 2013
Katie Salzer Medical Billing - Saint Joseph, Minnesota    
· Accounts Receivable and Accounts Payable
·   Credentialing of providers with different insurance companies 
· Miscellaneous contract work needed by clients 
· Bill insurance companies for services rendered, research denials of payment from insurance 
· Data entry including payments received from patients, insurance companies
· Work with collections agency on delinquent client accounts
· Advertising and Marketing
· Provide clients with a web based software for their patient information
· Customer  Service
· Maintained patient confidentiality with medical documents







OFFICE ADMINISTRATOR                                                                      
FEBRUARY 2007-AUGUST 2010
Center for Psychological Services - Saint Cloud, Minnesota
· Bill insurance companies for services rendered, research denials of payment from insurance 
· Data entry including payments received from patients, insurance companies, and service records
· Customer service and administrative duties including copying, faxing, scheduling appointments, answering               3 phone lines, and verifying insurance
· Pay and track company expenses, prepare expense reports for each therapist at the end of each month, work   with collections agency on delinquent accounts
· Maintained patient confidentiality with medical documents

ADMINISTRATIVE ASSISTANT 			                    
FEBRUARY 2005-MAY 2007
Mortgages on Main - Saint Joseph, Minnesota
· Greeted customers and notified loan officers of their appointment’s arrival
· Arranged appointments for customers with the Loan Officers
· Administrative duties including copying, faxing, and answering 4 phone lines
· Assisted Loan Officers in processing of client files - verified employment, verified assets, sent packages to lenders, faxed and prepared prequalification information, located phone numbers and addresses and other tasks related to the approval process. 
· Maintained client confidentiality with personal financial documents
· Data entry

ASSISTANT					                      
NOVEMBER 2005-NOVEMBER 2006
Saint Cloud Foot and Ankle Center - Saint Cloud, Minnesota       
· Filed and tracked patient information in the designated location
· Maintained patient confidentiality with medical documents
· Performed patient care and assistance
· Prepared files for new and upcoming patients
· Assisted the Doctor

BRIDAL CONSULTANT / MANAGER			                        
JANUARY 2004-JULY 2005
Lori’s Bridal and Formal Wear - Cold Spring, Minnesota
· Conducted one-on-one appointments with customers for sales of merchandise
· Coordinated direct mailings to keep customers informed about sales
· Administrative duties including copying, faxing, and answering 5 phone lines
· Greeted customers and introduced them to their designated sales consultant
· Prepared files for new and upcoming customers
· File maintenance, keeping the customers information up to date
· Processed payments received through the mail, over the phone, or in person
· Balanced books and closed store at the end of the day
· Prepared contracts, reviewed, and signed with customers

EDUCATION

Minnesota School of Business, JUNE 2010	
Waite Park, Minnesota 
BUSINESS ADMINISTRATION 
[bookmark: _GoBack]MASTERS BUSINESS ADMINISTRATION / MBA

Minnesota School of Business, SEPTEMBER 2006
Waite Park, Minnesota 
BUSINESS ADMINISTRATION 
BACHELORS OF SCIENCE 
