Deanna Delgado

      1244 Stuart St. #A Denver, CO 80204
720-387-0757   ddelgado10@hotmail.com

PERSONAL PROFILE

Excellent interpersonal skills, communication skills, customer service skills, and organizational skills as well as very attentive to intricate details with prominence in multitasking, time management, and problem solving. Experience with database entry, importing and exporting data, and in using various electronic applications and information systems Skilled in all aspects of administrative support, budgeting, recordkeeping, filing, and customer service. Competent as well as practiced in working with staff, students, agencies, and faculty of various educational levels, genders, ethnicities, disabilities, and social economic backgrounds

EDUCATION

Concorde Career College, Denver, Colorado




04/10

Diploma Insurance Billing and Coding Alumni

Heritage College, Denver, Colorado





01/04

Diploma Medical Assisting Alumni

PROFESSIONAL EXPERIENCE

Contact One Call Center, Lakewood, Co




08/13-07/14

Customer Service Representative/Dispatcher

Provided emergency dispatch service over the phone for clients and customers of a variety.  Required to provide customer service of the highest quality by taking part in routine calls day to day and to win the ATSI award of excellence for the call center. Activities include problem solving, typing, data entry, appointment scheduling, and over the phone interaction with clients and customers of a variety.
Metro Taxi, Denver, Co







08/10-04/11

Customer Service Representative

Operated and maintained a data entry and information system for taxi distribution. Provided services over the phone and through e-mail via Microsoft Outlook. Day to day activities include problem solving, data entry, and over the phone interaction with customers. Required to provide customer service of the highest quality.








Precise Medical Billing, Thornton, Co





01/10-03/10
Insurance Billing and Coding Specialist Externship

Assisted with tracking, processing, an submitting CMS-1500 claim forms, updated patient information, customer service phone operations with insurance companies about claim status, billing.
Kids Adventures Inc., Denver, Co





06/06-06/10

Program Director

Executed activities associated with children between the ages of 5-12. Carried out a series of communication each day with parents, employees, and teachers. Day to day activities includes bookkeeping, filing, accounts receivable, accounts payable, billing, invoicing, deposits, and customer service.

Metro State Literacy Program, Denver, Co




04/05-05/06
Group Leader/Receptionist/Office Support

Created, proofread, edited, prepared and copied various materials for distribution to group leaders for children. Performed basic office skills such as data entry, customer service, incoming and outgoing calls, filing, copying. Prepared conference rooms for meetings and activities with children and parents. Assisted various group leaders with day to day activities with children.
Denver Health, Denver, Co






08/04-09/04
Medical Assistant Externship

Phlebotomy, Patient Intake and Rooming, Vital signs, Charting, Scanning of charts, Medical Terminology usage, EKG’s, and Patient services (answering phones, patient checkout), and room cleaning.

Financial Aid (Community College of Denver), Denver, Co


09/02-12/03
Receptionist/Scholarship Coordinators Assistant/Office Support


Operated and helped maintain a data entry system, an information system, and most of  the

Student Employment Databases, paperwork, and applications. Provided services in person, over the

phone, and through e-mail to students, faculty, staff, and parents. I also assisted those individuals with

enrollment problems, transcripts, billing concerns, and admissions. Assisted Scholarship Advisor with

case management, budget management, creating reports, awarding funds, and in training personnel on

various protocol and procedures.

Horizons Insurance, Thornton, Co





08/01-05/02
Receptionist/Office Assistant to the owner of the company

Planned, performed, and participated in the selling and writing of automotive insurance. Assisted the owner in billing, invoicing, accounts receivable and accounts payable. Operated and helped sustain a database, spreadsheets, and Microsoft Office applications and documents. Carried out the record keeping, filing, researching, incoming and outgoing calls, and administrative/office support.

Transnation Title, Denver, Co





01/01-07/01

File Clerk

Stripping and labeling files. Performed office protocol such as lifting, bending, and distributing files. Maintained and helped operate a system that helped other employees meet quotas each week.

