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Executive Profile
Determined and proactive individual who works with a sense of urgency
to anticipate the needs of senior-level executives. Thrives in a fast paced, dynamic
environment.
Skill Highlights
Professional and mature	Meeting planning
Articulate and well-spoken	Invoice processing
Flexible	Social media knowledge
Strong problem solver	Business correspondence
Customer service-oriented	Database management
Self-starter	Accounting
Works well under pressure	Microsoft Office/ Quickbooks [image: ]
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Professional Experience [image: ]
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05/2012- Present   iSis Healthcare- Remote
                                 Executive Recruiter/ Account Manager
                                                 Full Desk sales
Need Analysis, from hospitals goals, DNFB, and accuracy rates. 
Liaison for hospitals and candidate. Promptly respond to emails, phone calls, or text routinely though out the day. 
Daily recruitment for variety of medical coders including outpatient and inpatient. 
Conducted interviews, testing, and onboarding process with hospital and candidates. 
Coordinate meetings with HIM Director and Coding managers to meet the monthly and long term goals. Maintain relationships with coders between management, including labor tracking for accounting on a weekly basis. 
Managed 20 to 30 coders at one time with multiple hospitals. 
06/2011 -5/2012	Larimer Capital - Denver, CO [image: ]

Executive Assistant
Maintained and coordinated executive and senior management vacation,
day-to-day meeting and travel schedules.
Collaborated with other administrative team members, human resources and
the finance department on special projects and events.
Handled and distributed all incoming and outgoing mail.
Wrote and distributed meeting minutes to appropriate individuals.
Coordinated customer facing webinars, including developing relationships
with vendors, tracking customer attendance and post-webinar follow-up.
Created and maintained computer- and paper-based filing and organization systems for records, reports and documents.
Served as a liaison between company president and clients regarding client
accounts and new business. [image: ]
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Tracked Life insurance policies. Communicated with brokers for illustrations and applications. 
07/2012 - 04/2013	Clinic Service - Denver, CO
Medical Bookkeeper
 	   		        Processed Medical Charges for internal Medical Office
Tracked claims from beginning to end. Filed appeals with insurance companies          for correct coding and payment. 
Handled cash and deposits using the proper accounting procedures and
documentation.
Processed journal entries, online transfers and payments.
Calculated figures such as discounts, percentage allocations and credits.
Verified details of transactions, including funds received and total account
balances.
Coded the general ledger and processed vendor invoice payments [image: ]
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                                                      Deposited third party checks, as well as monthly reserve transfers.
                                                Opened and assigned new client accounts [image: ]
 [image: ]
 [image: ]

Balanced batch summary reports for verification and approval.
Conducted month-end balance sheet reviews and reconciled any variances.
Rectified escalated accounts payable issues from employees and vendors.
Researched and resolved billing and invoice problems. [image: ]
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02/2011 - 06/2012	Denver Dog Walking - Denver, CO [image: ]

Independent Contractor
Customer Service: Answering inquires, scheduling, creating invoices, and
processing payments.
Organizational Skills: Set up daily and weekly schedules for routes to meet
clients and have materials for every client.
Excel, Word, and Google used for emails and document exchange.
Trusted with keys and entrance to houses. [image: ]
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10/2010 - 06/2011	Roller and Associates - Denver, CO [image: ]

Executive Assistant
Managed the receptionist area, including greeting visitors and responding to
telephone and in-person requests for information.
Maintained the front desk and reception area in a neat and organized fashion.
Served as central point of contact for all outside vendors needing to gain
access to the building. Dispersed incoming mail to correct recipients
throughout the auction site.
Computed, recorded, and proofread auction catalogs.
Performed heavy bank reconciliations and cash flow statements.
Worked as a team member performing cashier duties, registering bidders,
transferring car titles ,set up and removal for auctions.
Assisted customers with auction and product complaints. [image: ]
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Education [image: ]

University of Wyoming Laramie, WY
Finance and Economics
Dean’s list
Organized events and travel trips for the Ski and Snowboard Club
Seimi-finalist of 10K competition [image: ]
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