Mercedes Apodaca
720-468-7068	                Thornton, CO 	cedesapodaca@yahoo.com
Trained Medical Assistant with experience in both front/back office and home health care settings; strengths include organization, attention to detail, multi-tasking and excellent customer service.
SUMMARY OF QUALIFICATIONS
· Trained Clinical and Administrative Medical Assistant (certifications pending); CPR/First Aid/AED certified
· Advanced knowledge of Microsoft Office Word, Excel, Outlook, and PowerPoint; 36 WPM
· File systems creation and management; multi line phone systems; routing incoming and outgoing mail; creating documents and routine correspondence; database management; faxing; copying
· 6 years administrative experience; 3 years experience in home health care; 2 years customer service experience

EDUCATION AND VOLUNTEERISM

CollegeAmerica – Associate of Medical Specialties 	Denver, CO 	02/10 – 02/12    	
· Trained in phlebotomy, drug administration, nursing assistant techniques, pharmacy technician procedures, medical billing and coding processes, and lab procedures
· CPR/First Aid certified
Hygeia Medical Supplies and Services – Extern Receptionist 	Lakewood, CO	 02/12 –04/12
· Reorganized active and archived patient files and created a new filing system which increased productivity and efficiency company wide
· Redesigned and updated patient information database; re-established relationships with 3 former patients 
· Prescription renewals; Medicaid eligibility; provider follow ups regarding communications; new file creation
Nicole Ortiz – Volunteer Home Health Aide		Denver, CO	05/05 – 06/08
· Assisted right-brain disability adult female with activities of daily living, administering medication, and transportation for various errands  
EMPLOYMENT
Bally Total fitness- Program Advisor	Thornton, CO	04/13 – Current
· Checking in current members through an automated scanner system
· File appropriate paper work for new memberships
· Setting up memberships and guest registry 
· Answering phones and redirect to appropriate departments 
· Retail- selling protein shakes, protein bars, energy drinks ,sports drinks, as well as vitamins 
· Membership inquires
· Call center
Evraz Recycling – Scale Operator	Denver, CO	10/12 – 01/13
· Weighed in heavy  metal from  peddlers and commercial drivers on scale using ScapIt system
· Filed appropriate paper work for customers and drivers
· Established safety rules and regulations 
· Answered phones and redirect to appropriate departments 
· Paid out customers 



Lollicup – Barista	Denver, CO	12/10 – 09/2012
· Accurately record and enter 150+ customer orders into the cash register per shift; correctly prepare orders and distribute to customers in a team oriented environment
· Thoroughly meet customer needs, demonstrated through customer praise for ability to make orders exactly as specified
· Guarantee inventory of required items for production and customer needs
Sonic Franchise Restaurant – Carhop	Denver, CO	06/09 – 11/09
· Consistently met daily up-sale quotas
· Took customer orders; made drink and dessert orders; delivered food and drinks via the drive-thru, patio, and car side

ADDITIONAL TRAINING
Adams City High School – Office Assistant Training Course		Commerce City, CO                12/06 – 02/07
Adams City High School – Nurse Assistant Training Course		Commerce City, CO               03/08 – 06/08  
