	
	Rachel Johnson
17685 E. Bethany Circle, Aurora, CO., 80013 |  rachel_johnson45@yahoo.com  |  (720)-326-1166

	Objective
	To obtain a position in a career field that offers the ability to grow on previous customer service skills, build upon my desire for further education, and further my experiences in the career world. 

	Skills & Abilities
	-Experience with Microsoft Computer Programs
-Experience with Meditech  
-Customer Service Skills
-Knowledge in Sports Medicine practices 

	Experience
	HEALTH INFORMATION MANAGEMENT SPECIALIST 
Swedish Medical Center and The Medical Center of Aurora 
(PARALLON) 
CURRENT EMPLOYEER 
Primary daily functions are to answer incoming phone calls in a timely manner, and return any required phone calls in the same business day. I am responsible for working with physicians who require assistance with deficiencies and resolving any problems that may arise. Handle any walk-ins that need assistance with ROI forms or general questions. Work record accounts in a timely manner and resolve as many as possible without requiring supervisor assistance. Generate and monitor spread sheets on a weekly basis, tracking accounts for the department. I am responsible for maintaining a current understanding of any new policies and procedures required for my position. 
FRONT DESK RECIPTIONIST-PRN SPALDING REHABILITATION HOSPITAL (HEALTHONE)
JULY 2013-JANUARY 2014 
Key responsibilities of front desk receptionist are to manage incoming calls for patients and facility members. Direct patients and family members to the correct departments and or patient rooms. I am responsible for handling any money that needs to be placed in the safe and manage the record books for money received and disbursed. I create and manage documents and have a thorough understanding of computer programs and systems. Another key responsibilities is to make sure that our customer(s) are promptly taken care of and assisted in any manner that is possible, but most importantly greet incoming and outgoing patients’ in a manner that reveals caring and understanding and support throughout their stay or visit at the facility.   
DINNER HOST CARRABBA’S ITALIAN GRILL 
MAY 2013-JUNE 2013

Key responsibilities while working as a dinner host is to ensure that the customer(s) have a pleasant experience that will encourage their return. As a dinner host I am responsible for answering phone calls in a professional manner and answer each customer(s) question to the best of my ability. I greet customer(s) as they walk in the door offering to hold the door open. It is my responsibility that the customer(s) sit at a table that they will feel most comfortable at. I am also responsible for cleaning the restaurant thoroughly throughout the business day.

Swim instructor/lifeguard Aurora public schools aquatics program
June 2008-February 2010
Key responsibilities while working where to teach young children and teenagers the key components of swimming and confidence. Provide safety and security in case of emergencies. Communicate with children and parents effectively progress made during classes. Accomplishments while working for A.P.S was acknowledgement of communication skills with children, teenagers, and parents.

	Education
	ARAPAHOE COMMUNITY COLLEGE, LITTELTON, CO.
ASSOCIATES OF APPLIED SCIENCE-HEALTH INFORMATION MANAGEMENT
Attended ACC for A.S.A-H.I.M, accepted into the Health Information Management program. Classes are online courses.  

COMMUNITY COLLEGE OF AURORA, AURORA, CO.
GENERAL STUDIES-TRANSFERRED
Studied at CCA from Fall of 2010 to Summer of 2011. Transferred to Arapahoe Community College in the Spring of 2013.

Rangeview high school, aurora, Co.
high school diplomia 
3.5-4.0 GPA, participated in college course and received credit, four year varsity letter awarded, National History Day competition awardee, scholar’s pass, and principal’s pass. 

	Communication
	Link Leader, Swim Instructor, Lifeguard.

	Leadership
	Take responsibility for any major tasks or projects that the department is assigned and work with fellow co-workers to make sure the tasks or projects are completed. 

	References
	MADELINE KROSPCH, H.I.M. SPECIALIST
SWEDISH MEDICAL CENTER
Phone: 303-908-8062
kARA joNAS, Waitress
CHILI’S BAR AND GRILL
Cell Phone: (720)-278-8497
Becci Willams, ASSISTANT MANAGER
CARRABBA’S ITALIAN GRILL 
Phone: (303)-338-8600
Shari bremer, pbx supervisor
SPALDING REHABILITATION HOSPITAL 
Work Phone: (303)-367-1166 Cell Phone: (720)-201-3804
JEAN MALLORY, PBX OPERATOR 
SPALDING REHABILITATON HOSPITAL 
Work Phone; (303)-367-1166 Cell Phone: (870)-416-1275
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