Alycia Doyle

300 W 123rd Ave, Apt 2833, Westminster, CO 80234

303-898-5019 * Alycia.Doyle@gmail.com
________________________________________________________________________
Objective:
Work in an environment that challenges me to continue learning.  To create a workspace that is in continual growth with opportunities for advancement.
________________________________________________________________________
Profile:
Effective and positive team player know for contributing effective solutions, able to give and accept constructive criticism while working in a team environment towards a common goal.  When needed, able to work individually without substantial supervision.  Active listener/communicator and fast diligent learner hungry for knowledge.

Constructive worker under pressure and highly motivated.

________________________________________________________________________
Skills:

MS Word

MS Excel

MS Outlook




Cash-Handling
Multi-Line Phones
Interviewing Skills



Customer Service
Typing 92 WPM
10-key


MS Access

Millenium

Appointment Scheduling
________________________________________________________________________
Experience:
Cornerstone Orthopedics [Front Office] 2014-Present

· Check in patients, upload new patient paperwork and schedule follow up appointments.  Prepare the paperwork necessary for the following day, create the days copay logs, and ensure everything that was processed for the day matches with the computer.

· Process copays, enter insurance information, including referrals received

· Answering the phones to schedule new and established patients, direct calls to the appropriate department or Medical Assistant.

Larson Financial [Junior Associate] 2014 
· Assist the Senior Associate with case management, including the tracking of resolutions, daily casework, follow up on forms for payment, speaking with clients, open and deal with incoming mail

· Resolution work with the different state and federal taxing authorities

Massage Envy [Sales Associate] 2013-2014

· Answer incoming calls, schedule appointments, client intake forms, customer service

· Laundry, cleaning, prepping the rooms, closing/opening the store

Clear Creek Consulting [Junior Associate] 2012-2014
· Assist the Senior Associate with case management, including the tracking of resolutions, daily casework, follow up on forms for payment, speaking with clients, open and deal with incoming mail

· Resolution work with the different state and federal taxing authorities

Subscriber Services, Inc. [Assistant to General Manager] 2009 - 2012


· Print and deliver reports, place ads, set up interviews, retrieve, sort and post any incoming mail, including payments, customer service calls, reply to formal complaints, produce excel spreadsheets for variety of reports
· Cost and hours for collections, update staff numbers for bonuses, handle merchant accounts for chargeback’s, retrievals and reports for credit-cards and pre-authorized checks, process credit-card payments, skip-traced accounts, re-verified accounts, updated account information
Blissful MedSpa [Massage Therapist] 2008-2009

· Performed several types of therapeutic massage

· Laundry, cleaning, front desk assistance

AppleOne Staffing and Express Personnel [Administrative Assignments] 2007-2009

· Assignments for multiple companies executing administrative assistant duties

Echo Star [TSRII] 2007

· Started off as TSA (technical service agent) and within four months became a TSRII (technical service representative level 2).  Had the best time and score on the TSRII test

· Answer incoming calls and aiding in fixing the technical aspects of customers televisions and receivers.

BCBG MaxAzria [Key Carrier/Manager] 2006 – 2007
· Opened and closed the store, made deposits to bank, open and sort mail and stock, managed the store, supervised others and trained staff.

Target Corporations [Sales Floor Team Lead] 1999-2006

· Managed three departments, interview and hire employees, actively promoted the successful “fast, fun and friendly” slogan that enhanced customer engagement
· Developed adjacencies, implemented planograms, facilitated inventory preparations and execution, Ensured team had adequate supplies, displayed weekly ads, coached team members in excellent customer service requirements
· Answer multi-line phone systems, effectively communicated problems to the support center, researched efficiency problems with ordering merchandise, handled merchandise returns

· Won the district team member of the month award, was safety captain for two years 2002-2004, and was promoted within the first two years of work,  trained staff in software and equipment updates

________________________________________________________________________

Education:
Denver School of Massage Therapy – 2008 

· Graduated with 4.0 g.p.a, helped peer tutor



Wheat Ridge High School – 1996-2000

· Graduated with 3.633 g.p.a, won awards in art and academic achievements
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References:

Beth Garbrecht * Co-Worker at Clear Creek Consulting * 720-810-8391
Joseph Stroup * Senior Associate at Clear Creek Consulting * 720-436-7141
LaTanya Martinez * Front Desk Supervisor at Massage Envy * 303-513-9302

Rachel Bradshaw * Customer Service Supervisor at Subscriber Services * 757-282-8680 

**Additional references available upon request
