Amy Corralejo
(915) 504-2903( Denver, CO Eclipsie@msn.com
Summary of Qualifications
· Cook at Highline Rehabilitation and  Care Center
· Dietary Aide/Host at Highline Rehabilitation and Care Center
· Computer/office knowledge, Fax machine, computer literate, calculator, 10-key, copier, cashier
· Microscopic Urine Analysis, Med-soft Advance, CPT, ICD-9, HIPPA
· Medical Terminology, Medical Records, Medical Laboratory procedures, Phlebotomy, ECG, Medical Billing, Medical coding, Insurance Specialist
CERTIFICATIONS AND AWARDS

· NHA Certified Medical Billing and Coding Specialist


June 2013
· CPR Certified






October  2013
Education

College America – Bachelors in Health Administration 
Denver, CO 
Currently Attending
Computer Career Center- Medical Assisting
El Paso, TX
April 2010
High School – Ysleta High School
El Paso, TX                     June 1999

EMPLOYMENT

Highline Rehabilitation and Care Center
Cook




DENVER, CO

03/2014-10/2014
· Prepare breakfast and dinner meals for residents (130 capacity)

· Temperature logging for meals, dish machine,  refrigerator and freezer

· Snack cart at night for residents

· Micro-manage, train new co-workers, food orders, inventory
Highline Rehabilitation and Care Center
Dietary Aide/Host


DENVER, CO  
11/2012-10/2014
· Prepares food items and assembles ready foods for resident trays
· Delivers food trays and beverage carts to residents’ units and dining area

· Provide services in dining room and dish room, 
· Cleans dining room tables, and juice counter area after meals, 
· Wash and /or put dishes away in designated areas. 

· Take resident’s meal orders, offer alternative meals when needed, 
· Set out water pitchers on resident’s tables for meals.
· Fax machine, copier, computer literate, calculator
Target
Cashier/Cosmetics Specialist

El Paso, TX 04/2010 – 03/2012
· Cashier, Customer service, help guest locate products ,stock, clean, back stock, order “Try Me”, make price labels
· Fax machine, copier, register, lpda, pda, computer literate, calculator
GC Services Relient Energy


El Paso, TX 
03/2006-04/2010

· Customer service

· Take customer payment

· Disconnects/reconnects, new activations

· Micro- manage about 10 co-workers

Personal Credit Military Loans

El Paso, TX
11/2005-03/2006

· Customer service

· Credit applications

· Take customer payments

· File, fax, mail 

Echostar




Englewood, CO
12/2002-05/2004

· Installation grids

· Dispatching jobs to installers

· Open/ close service calls

Echostar




El Paso, TX

08/1999-12/2002

· Customer service

· Activations/ deactivations

· Open Service calls

· Upsell on programming

· Payments/ collections

