Bianca Valdez
8951 Utah Ct
Thornton, CO 80229
720-288-6152
[bookmark: _GoBack]bianca.valdez3@gmail.com

Objective
To obtain a position in an organization where my bilingual abilities, customer service, and hard work will enhance office efficiency.

Qualifications
4 years of extensive experience receptionist, administrative assistant
Bilingual in English and Spanish
Computer literate
Strong work ethic, responsible
Team Player
Focused
Excellent phone etiquettes

Education
Emily Griffith Opportunity School						 Denver, CO
· Medical Administrative Assistant Certificate					05/11
· Medical Clerical Certificate
					 
Denver Private Academy							Denver, CO
· High School Diploma								05/09							 

Experience
Accelerated Home Health 							Denver, CO
HCBS 	Coordinator								12/14 - Current
· Heavy telephone responsibilities 
· Staffing client’s needs
· Recruiting and selecting employees
· Oriented all new hires 
· In a timely matter doing supervisory visits with clients
· Answering all incoming calls 
· Office duties faxing, copy’s, and filing paper work in a timely matter 

Golden Harmony Home Health Agency 					Aurora, Co
Quality Assurance 								06/11- 12/14
· Customer service to all visitors
· Excellent phone etiquettes 
· Process all employees’ timesheets for accuracy, ensure all required documentation is complete
· Audit clients charts
· Print clients billing and submitting it, Print all employees payroll
· Create new client charts 
· Discharge client
· Assist with front desk duties 
· Worked efficiently in busy environment and kept work space organized 

9 News Health Fair 								Denver, Co
Volunteer									 08/10
· Provide clerical/data entry support
· Worked efficiently in busy environment
· Answering incoming calls 

