Cindy Montellano R.
cindymontellano31@gmail.com
720-273-8422

September 16, 2014
Attn:
Hiring Manager

Re:
Résumé of qualifications

Please accept my resume for the Administrative Assistant.  Upon reviewing the required qualification for this position, I possess the skills and abilities you are looking for in a candidate.  I want to be a part of your staff and company.  I know I can add to the success of your vision for this position as you can see from my enclosed resume. 

I am willing and able to learn new skills, and am moldable to the demands required for this position.  This opportunity you have is exactly the altering experience I am seeking, being a graduate from college.  As a dedicated team member, I have a firm focus and a passion for what you do.  I know I will be a great asset to your company.

I look forward to discussing this opportunity in depth face to face to talk about the skills I bring to this position.  Please to not hesitate to contact me either by telephone at 720-273-8422 or by email at cindymontellano31@gmail.com to schedule a time at your earliest convenience.  

Thanks you for your time, and anticipate meeting you.

Respectfully,

Cindy Montellano R.
Cindy Montellano R.
cindymontellano31@gmail.com


720-273-8422

Professional skills

· Bilingual- Spanish and English (can speak, read & write fluently)

· Punctual and Well-Organized to accomplish tasks daily

· Strong desire to exceed  expectations through hard work

· Ability to learn new tasks quickly and efficiently

· Highly responsible, trust worthy, self-motivated with a Positive Attitude

· Dedicated and committed employee

· Excellent Multitasking  ability
· Significant interpersonal/customer service skills;

· Strong written and oral communication skills; 

· Highly effective critical thinking/decision making/problem solving skills; 

· Demonstrated ability to organize, plan and prioritize; 

· Keen ability to multi-task and demonstrate flexibility; 

· Established proficiency in position-related office technologies;

· Compelling attention to detail
_______________












Technical Skills
· Phone/Reception Abilities

· Microsoft/Excel Office 2010
· Excellent Computer Skills 
· 30 WPM 

· CBMS Experience

· Data Entry/Eligibility Specialist

Education

Westwood College- North






12/2012

Denver, CO


Bachelor of Science: Major in Criminal Justice

South High School








05/2009

Denver, CO


High School Diploma: General Education

Employment History

Blue Point Bakery







05/2010- 07/2012
Denver, CO


Title of your position: Order/Production Department
Duties and Responsibility list:
· Basic Customer Service
· Taking orders from clients over the phone and sometimes in person.

· Phone Receptionist, making sure invoices for production were correct.
Maximus







11/2013- 4/2014
Denver, CO

Title of your position: Eligibility Specialist 

Duties and Responsibility list: 

· Processing New Applications on CBMS

· Entering Missing Information for Pending Cases

· Processing Renewals for Open Cases 
· Processing PEAK Online Applications 

Processing Applications for Medical Assistance Programs like Medicaid, CHP+, SSI Mandatory & more.
Health Care Policy & Financing



4/2014- Current

Denver, CO

Title of your position: Eligibility Specialist 

Duties and Responsibility list:
· Processing Medical Assistance Applications, changes reported on cases through phone and mail.
·  Make all changes to cases and process all initial applications and re-determinations within mandated timelines.
·  Review and act on available information received from various caseload management reports. 
Processing Medical Assistance Applications for the Department of Corrections for inmates that will be paroling as well as Hospitalized Applications for Inmates.
References:
Miles Frilot



Engineer


303-862-0309

Lisa Hopsicker


Professor


720-877-4666

Gwen Roebuck


Eligibility Specialist 
303-866-5424

Shawna Moreno


Program Coordinator
303-866-4456
