Shari L. Morgan
7697 E. Warren Dr., Denver, CO 80231

720-347-1486 ~ sm.pletz73@gmail.com

Summary of Qualifications and Skills:
Excellence driven and client focused Office Assistant with 5+ years of support staff experience, providing exceptional customer service and superior call quality.  I am committed to helping to develop positive experiences for our clients by assisting them in a friendly and efficient manner.  I am proficient in compiling necessary documentation to help facilitate resolution to client concerns.  I'm also fully competent with Microsoft Office.  
· Recognized for superior call quality and exceptional customer service
· Extensive experience in preparing and compiling documents for assessments

· Demonstrated high level of competency documenting client concerns and provider questions

· Empathetic to client needs

Professional Experiences:

Patient Care Coordinator; Fresenius Medical Care, Greenwood Village, CO, 2013 to Present.
I am responsible to compile and review records, facilitate customer contact with appropriate coordinators, diffuse problems regarding placement requests and client concerns, generate documents that provide finalized information for clients regarding their placement requests, and maintain paperless documentation of all correspondence and status updates regarding client requests.
Merchandising Support Member; Macy's, Aurora, CO, 2011-2013.
I was responsible for processing changes in inventory,  assisting customers with needs, oversee monthly projects regarding outgoing stock, delegated tasks to team members to efficiently complete daily shift expectations, provide assistance to other co-workers.

Contract Employee; Ultimate Staffing, Englewood, CO April 2011-August 2011.
I assisted with providing short term staffing solutions for companies needing temporary staffing, responsible to prioritize rotating tasks, collaborate with seasoned employees.

Pharmacy Order Entry Tech; Express Scripts, Harrisburg, PA 2010-2011.
I accurately documented incoming patient prescriptions, allergies and ICD-9 codes, Verified patient profiles for accuracy, provided necessary follow up regarding incomplete forms, assisted supervisor in completing additional assignments.
Order Processor; Broadway Dreams, Kingston, PA 2007-2009.
I was responsible for collecting stock for orders, reconciling incoming stock with packing slips, prioritizing orders due to status of shipment requests, organized incoming stock, processed and inspected returned stock.

Receptionist; Dr Lombard and Lobitz, Kingston, PA 2006-2007.
I was responsible for answered phones, scheduled patients for follow up appointments, processing and recording cash payments, assisted in filing of patient confidential medical records. 
Utilities Clerk; The Arlington Group, Harrisburg, PA 2003-2006.
I assisted by answering phones, compiling and copying records for requests, filing of patient confidential records, upkeep of patient files, gathering patient charts for scheduled appointments, expedited patient charts with incoming correspondence/forms to doctors allowing them to furnish patients with completed medical documents required for insurance and legal purposes.

Skills:

· Microsoft Office and Excel
· Lotus Notes

· 50 WPM

Volunteer Experience: 

Dumb Friends League, volunteer time on weekend to assist in the care of the animals housed at their Quebec Street center.

References available upon request
