Jill Fahey
3801 Burquest Lane
Brooklyn Center, MN 55429
763-213-9977
jill_fahey@hotmail.com
www.linkedin.com/pub/jill-fahey/43/95b/986/

Profile
Hard working individual likes a challenge, readily adapts to change, works independently and also as a team player. Able to juggle multiple priorities and meet tight deadlines without compromising quality. Offers versatile office management skills and proficiency in Microsoft Office programs. 
Skills & Abilities
	•Typing
	•Data Entry
	•10 key

	•Microsoft Outlook 
	•Microsoft Excel
	•Microsoft Word

	•Front Desk Receptionist                      
	•Database
	•Spreadsheets

	•Reports
	•Office Management
	•Records Management

	•Filing
	•Reconciliation
	•Inventory Control


Employment History
Sr. Claims Processor
PreferredOne				Golden Valley, MN			4/2004 – 1/2015
	•Data Entry
	•10 key
	•Claim Follow Up

	•Data Repair Reports
	•Checks
	•Filing

	•Facets Database
	•HIPAA Certified
	



Contract Employee
Volt Temporary Services		New Brighton, MN			7/2002 - 4/2004
· Medtronic, 1 year contract as a Clinical Data Coordinator
	•Data Entry
	•Binder Assembly
	•Mail


      - 	Prison Fellowship
	•Microsoft Word
	•Microsoft Excel
	•Angel Tree Database

	•Phones
	•Copies
	•Transparencies

	•Mail
	
	




Sr. Item Processor
Travelers Express				Brooklyn Center, MN			3/1999 – 7/2002
	•10 key
	•Reconciliation
	•Set up work

	•Sorters
	•Training new employees
	



Education
Microsoft Outlook, Excel, Word and Powerpoint 2010		ITU Online

Bachelors of Science in Early Childhood Education           		University of Wisconsin Stout	
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