Clarisa Fair
2851 South Newland Street, Denver, CO 80227 ǀ C: (720) 425 – 9082 ǀ missris89@hotmail.com

Summary
[bookmark: _GoBack]Personable and skilled at managing multiple projects with ease using expert time management methods. Also excels in answering a high volume of incoming calls while handling in-person inquiries from clients and colleagues. Flexible and hardworking with the drive to succeed.

Highlights
· 
· Meticulous attention to detail
· Strong problem solver
· Self-directed
· Resourceful
· Microsoft Office proficiency
· Professional and mature
· Results-oriented
· Dedicated team player


Experience
Production Manager			                                                       05/2014 - Current
Stevens-Koenig Reporting                                                                                                 Denver, CO                                                            
· Answering phones and scheduling depositions for attorneys,
· Scanning and filing paperwork, 
· Creating electronic and PDF files of transcripts from text files,
· Creating hard copies of transcripts and exhibits for attorneys,
· Creating exhibit notebooks to assist attorneys during depositions.
Registry Consultant                                                                                            03/2013 – 03/2014
Toys R Us                                                                                                                                Littleton, CO
· Assisting customers in creating and updating registries,
· Answering phones and making weekly customer calls, 
· Inventory Management,
· Working the cash drawer, 
· Customer service by assisting first time parents with any and all of their needs, questions, and concerns.
Door to Floor Specialist                                                                                    11/2012 – 02/2013
JC Penny                                                                                                                                  Alamosa, CO
· Pricing incoming merchandise as well as sales floor merchandise, 
· Organizing, sizing, and color coding merchandise,
· Inventory Management,
· Ensuring that a tidy and friendly environment is provided to the customers.



 Receptionist/Administrative Assistant                                                     07/2012 – 10/2012
Massage Envy                                                                                                                   Centennial, CO 
· Ensuring the customer has the best possible massage therapy wellness experience ,
· Scheduling appointments, answering phones and sending out appointment reminders,  
· Filing and auditing paperwork, organizing client charts.
 Deli Clerk/Manager                                                                                            10/2008 – 07/2012
New York Bagel Café                                                                                                      Lakewood, CO  

UCHSC/Baby Haven                                                                                            06/2007 – 10/2008
Child Care Aide                                                                                                                Englewood, CO 

Bowles Crossing Cinema 12                                                                            10/2005 – 05/2007
Theater Floor Staff                                                                                                             Littleton, CO 

Education
Certification: Phlebotomy                                                                                                      06/2013
Phlebotomy Learning Center of Denver                                                                               Denver, CO 
· 45 hours of Coursework in Phlebotomy.  
· 91% Overall Course GPA
· Training and review in but not limited to:
· 
· Billing and coding, 
· HIPAA, 
· OSHA, 
· CDC.
· 
Externship: Phlebotomy                                                                                                          06/2013
Quest Diagnostics                                                                                                                Lakewood, CO 
· 40 hours of externship.
· 100 needle sticks obtained.
High School Diploma                                                                                                                 05/2007
Bear Creek High School                                                                                                      Lakewood, CO 

References
· 
· Judy Stevens, Owner
· Stevens-Koenig Reporting
· Office: (303) 988 - 8470
· Email: judy@skreporting.com
· Current Employer
· Ty Johnson, BS, CACIII, MHCI
· UCHSC - Baby Haven
· Office: (303) 789 - 3518
· Former Supervisor


Skills
· 
· Medical Terminology 
· Billing & Coding Knowledge base
· HIPAA Training Certification


· People Skills
· Advanced Problem Solving
· Great Organizational Skills
