Jennifer Davis
2615 County Rd 115
St Augusta, MN 56301
dkjen@outlook.com
320-237-2497 (Home/Cell)
SKILLS 
· Adept problem solver who easily transfers knowledge to teammates; Able to effectively coordinate multiple departments toward a common goal
· Excellent communication skills, highly organized and exceptional in employee management and customer relations
· Proficient with training new employee’s and corporate communications 
· Web Design, Microsoft Publisher, QuickBooks, Microsoft Suite, Microsoft Windows Server 2000, FrontPage, Adobe, Adobe Photoshop
 

PROFESSIONAL DEVELOPMENT
Customer Service Representative

CPAP STORE AND SLEEPEASY THERAPUTICS -Saint Cloud, MN 

March 2013 to Present

· Coordinate customer service and sales activities for Sleep Easy CPAP retail store 

· Patient Education, mask refits, re-education on cpap equipment and supplies 

· Follows infection control procedures properly in cleaning of equipment and in education to patient 

· Inventory and mail coordination 

· Patient account representative, ensure accurate billing information/resolve insurance denials/questionable payments 

· Performance improvement plan, ensure appropriate risk management processes are utilized 

· Utilize established HIPAA procedures for access and transfer of all patient information/data 

· Verify patient eligibility through multiple payers.
· Familiar with Epic Care Link program

Customer Service Associate-Apria Healthcare-St Cloud, MN 
2011-Present
· Verify patient eligibility with multiple payers 

· Filing/answering phones/proof reading letter documentation
· Respond to telephone, fax, EDI inquiries, and orders received from medical providers/homecare patients. 
· Document referral request for coordination of care. 

· Provide information regarding durable medical equipment supplies and services. 

· Assist walk-in patients with the selection of equipment, supplies, and services.

· Demonstrates professional etiquette and courtesy when interfacing with customers. 

· Resolve patient/customer complaints by identifying problems and coordinating appropriate corrective action.

· Assess patient needs and promotes company products and services.

· Comply with and adhere to all HIPAA, regulatory compliance areas, policies and procedures and "best practices.”

Practice Manager – Cold Spring/St. Joseph/Paynesville Veterinary Clinic, Cold Spring, MN 2006-2010
· Planned and executed the process and procedures for HR Department
· Accountable and responsible for multiple projects for the Marketing/Sales group
· Developed schedules of  deliverables for each project to satisfy customer expectations 

· Responsible for developing handbook policy for the HR department 
· Facilitated various project status meetings and report to veterinary owners
· Directed operational departments to fulfillment requirements for each assigned project

· Responsible for radio and newspaper advertising
· Responsible for day to day customer relations

· Managed a staff of 40 employees including Boarding & Grooming Facility staff
· Developed training, written contracts, and wrote job descriptions for all employees
· Responsible for employee conflict resolution/employee relations
· Responsible for inventory and ordering supplies for the Boarding and Grooming facility
· Responsible for maintenance of all five facilities
· Responsible for information technology  such as; solving day to day computer problems, networking, software updates, web design working with FrontPage program, server maintenance and ordering hardware/software supplies for entire company

Office & Administration Specialist, HR – Minnesota Department of Corrections,
 St Cloud, MN   2005
· Assisted the Human Resources Department in all areas

· Processed security data information into the computer system on a daily basis

· Reviewed and authorized government security information of all employees 

1994-1999 Temporary Positions: 

· H & R Block, Duluth, MN: Tax Preparer

· Maurices Corporate Office, Duluth, MN: Customer Service/Marketing
· Duluth Detoxification, Duluth, MN: Secretary 

 Clerical/Sales- Arrowhead Supply, Duluth, MN



1992-1995
· Assisted contractors and customers for layout designs for kitchen, bathrooms, entertainment units, utility rooms, via graph paper/computer programs
· Knowledge of all products used in bathrooms, kitchens, entertainment systems
Secretary- Waldholm Law Office, Duluth, MN



1989-1992

· Greet clients, answer multiline phone, setting appointments 
· Dictation, wills, quit claim deeds, filing in office and in courthouse
· Microsoft Windows 2000
EDUCATION 
Performance Management, 2008  
Value over Cost Certificate, 2008
Excel Program, Certificate, 2008

H & R Block, Basic Income Tax Preparation, Certificate, 1998

Inver Hills Community College, Sales/Marketing, 1986
