Andrea Hall
( 303 547 6901  ( andrealc02@gmail.com
	Administrative Assistant


Seeking an entry-level position in a stable company that would provide opportunities for growth in a dynamic and stable workplace.
	Experience


PARKER VALLEY HOPE Parker Colorado





03/14-07/14
Substance Abuse Facility
Secretary in the Business Office
· Answer phones
· Gathering information

· Accounting and financing

· Filing
· Customer service

AMERISTAR CASINO AND RESORT, Black Hawk Colorado



09/2013 to 03/14
Casino, Spa, and Resort
Guest Service Agent

There are multiple things to handle and multi-task with such as:

· Working with the spa to accommodate guests;
· Resolving issues with security

· Billing issues

· Reservations

· Communication with all departments of the resort such as: Housekeeping. Engineering. Casino Services. 

MOODY INSURANCE AGENCY, Denver Colorado       


              2/2011 to 08/2013
Full-service insurance provider
Account Administrator, COBRA Department
The role’s responsibility is to work with customers and multiple health carriers providing assurance of payment, service level and details of customer accounts.  Role is very detail oriented requiring multi-tasking and ongoing administrative tasks including:
· Incoming and outgoing phone calls handled professionally and positively;
· Provide information and resolution to members concerning their service level and description of services;
· File COBRA records correctly and timely;
· Post all COBRA payments received;

· Communicate with customers concerning COBRA payments needed;
· Provide backup support to multiple departments, administration and reception.
	Education


TechSkills, Medical Billing Certificate – Greenwood Village, Colorado

Red Rocks & Arapahoe Community Colleges, ongoing courses – Lakewood & Littleton, Colorado
Ponderosa High School – Parker, Colorado
	Technical Skills


Proficient with MS Word, PowerPoint, Excel, Outlook. Ability to type 60WPM.  
