MARY DRUMMOND
720-560-3356
mpdrummond@gmail.com
Summary
Administrative Assistant and Office Specialist
Skills
· MS Office, Word, Excel
· Mailroom experience
· Multi phone system
· Medical terminology
· Meditec, LLS
· Epic scheduling/registration
· Customer Service
· Insurance verification
· Detail Oriented
WORK EXPERIENCE
Medical Receptionist Float







10/14 to 1/2015
SCL/Exempla Health / Office Team 

· Register and schedule patients at various SCL physicians clinics
· Various office tasks which include Epic computer system
· Support staff members for efficient patient experience and care
 Office Specialist II

Women’s Health Specialist, Centura Health





01/14-08/14
· Schedule patients for appointments for clinic visits
· Register and collect payments for visit and balance on accounts

· Prepare charts for next day of business, verify insurance, forms, copay
Office Specialist II

Colorado Breast Surgery, Centura Health





06/11 - 2013
· Registration and Schedule of all patients, advise patient details of any testing related to appointment
· Collecting and documenting all necessary pre-certification information from insurance companies
· Accurate and effective communication on telephone, and in person with patients and staff members
Clerical Support Specialist IV






05/06 – 8/10
Denver Health Immunization and Travel Clinic




Denver, CO
· Register adult and pediatric patients, collect payments, and reconcile the register daily
· Provide support for nurses and clients using current CDC 
Rating Associate








06/03 –05/04

United Fire Insurance Company 






Westminster, CO

· Administrative support for property and casualty
Commercial Lines Operations Assistant





01/98 – 12/01

SAFECO Insurance Company






Lakewood, CO

· Administrative support for commercial lines department

Education
Associate of Science Administrative Assistant

Arapahoe Community College






Littleton, CO
Medical Clerical Certificate

Emily Griffith Opportunity College






Denver, CO
