 Angelina Johnston
angelinajohnston87@gmail.com                                                                                                                              (720) 548-0559

Core Strengths
· Over six years office experience
· Motivated		
· Detail oriented
· Always carry a professional demeanor
· Quick and critical thinker
· Strong people skills and very patient
· [bookmark: _GoBack]Microsoft Office Suite
· Always eager to learn more
· Leadership skills
· Team player


Administrative 
· Provided excellent customer service to over 200 people daily, with a yearly clientele total of over 15,000
· Answered all calls and questions, then directed them to the correct person
· Consoled grieving clients with empathy and compassion 
· Handled all customer complaints and billing calls
· Executed payroll for employees and set up all scheduling for 5 different doctors
· Performed end of the month and year bookkeeping for over 15,000 clients
· Scheduled all appointments and surgeries for a busy veterinarian office

Database Management
· Proofread to ensure accuracy of patient files to prevent the doctors’ loss of license
· Performed end of day auditing for five different areas of the Lake Crescent Lodge resort
· Filed and entered doctors’ case notes on the Cornerstone database 
· Entered every financial transaction into the Cornerstone database for billing 
· Received and entered client documents into database 

Professional History
	Volunteer - A/D Workforce 
Center
	Centennial , CO
	    05/2014 - Present

	Professional Artist- Self Employed
	Littleton, CO
	10/2009 – Present

	Server - Sneeky’s Tavern	 
	Snowmass, CO
	9/2009 – 1/2010

	Night Auditor & Reservations Manager – Lake Crescent Lodge
	Port Angeles, WA
	2/2008 – 8/2009

	Busser - Bushwacker
	Port Angeles, WA
	12/2006 – 1/2008

	Reception - Office Manager, Angeles clinic for Animals
	Port Angeles, WA
	5/2004 – 1/2008



Education
Bachelors in Medical Management (In Progress)    			                          Colorado Technical University

Medical Administrative classes   						                           University of Phoenix
 

