Kathryn (Kate) Martinez
4819 Mt. Cameron Dr. Brighton, CO. 80601
(720)288-1926 
kmartinez10953@my.pmi.edu

Objective
To attain a position in a professional setting where I can apply my skills to where a professional, dependable, hard working employee is needed.
Summary of Qualifications

· Front desk duties (answering phones, collecting payments, scheduling, filing, scanning, faxing, billing, etc.)

· Certified dental assistant
· Experience with car maintenance and sales

· Supervisory skills

· Communicate and work well with patients, customers, guests, and employees

· Great customer service skills 

· Fast learner 

· Works well in a fast paced environment

· Experience in the food industry

Work Experience

Dr. Bonnie Ferrell




Title: Extern- Assistant
Denver, CO. (Lowry area)



Dates: August 2013- October 2013


Duties: take x-rays, mount x-rays, tray and room set up, assist with restorative procedures, sterilize instruments, take impressions and pour models. Knowledge of XLDent.
Sedona Periodontics




Title: Extern- Assistant
Thornton, CO. 80234




Dates: August 2013

Duties: take x-rays, assist with procedures and surgeries, sterilize instruments, post-op appointments, and new patient consultations.
Colorado Regional Oral Surgery


Title: Dental Assistant job shadow
Westminster, CO. 80221




Dates: April 1, 2013
Duties: Shadow dental assistants as requirement for dental assistant course, view extractions and implant placements, and evaluate daily office procedures. 

Pro Chrysler Jeep Dodge



Title: Receptionist/Scanner/Office Assistant
Thornton, CO. 80234




Dates: December 2010-January 2013

Duties: Answer and direct phone lines, handled money drawer, close parts and service invoices, balanced daily deposit, scan various documents into the computer system, assist warranty department invoicing service tickets, assist title clerk and office manager with title paperwork, pick-up paperwork from department of revenue and motor vehicle department, track daily, weekly, monthly, quarterly, and yearly car sales, assist business manager and president with misc. duties. Knowledge of Reynolds&Reynolds and ADP software
Lonestar Steakhouse and Saloon


Title: Hostess

Brighton, CO. 80601




Dates: May 2010- January 2011

Duties: Greet and seat customers, take drink or appetizer orders, help bus tables, food runner, help servers when needed, stock (roll silverware, help with bread, etc.)
Standley Shores Dental Group


Title: Office Assistant
Westminster, CO. 80221



Dates: November 2009-April 2011
Duties: Answer phones, scheduling appointments, file, mount x-rays, scanning, new patient letters, and billing and insurance. Knowledge of Dentrix.
H.R. Kirkland Co. Inc.



Title: Office Assistant

Arvada, CO. 80003




Dates: April 2009- April 2010

Duties: Answer phones, type up job quotes, help edit blueprints, file, scan, create brochures and DVD’s, prepare jobs for shipping (UPS labels, Fed-Ex pick ups, Shipping documents, prepare jobs with final tags, etc), file and sort mail, complete any misc jobs for AP/AR, Vice Presidents, or President of company.

Papa Murphy’s Take and Bake 


Title: Senior Shift Supervisor
Brighton, CO. 80601




Dates: September 2008- May 2009

Duties: Supervise up to 7 employees, take to-go orders, make pizza, run and balance registers, make sure all items are stocked, opening and closing duties, prepare side items.

El Jardin Mexican Restaurant 


Title: Hostess
Commerce City, CO. 80022



Dates: May 2005- October 2007
Duties: greet and seat guests, take to-go orders, bus tables, and work banquet parties.

Education
Brighton High School


Diploma

Brighton, Colorado



Graduation May 2009

Pima Medical Institute


Area of study: Modern Dental Assisting

Denver, Colorado



GPA: 3.0
Additional training-


HIPAA and OSHA compliance training







CPR and first aid certification






Basic radiography certification

