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Objective 

Solutions-oriented administrative support professional experienced in fast-paced environments demanding strong organizational, technical, and interpersonal skills. Trustworthy, ethical, and discreet. Looking to transition into a permanent position in Healthcare that utilizes my outstanding skills and recent education.

Skill Highlights
 
Front Office Administration		File & Records Control		Medical Terminology	
Coding Guidelines			CPT Codes			ICD-9 Codes
Appointment Scheduling		Data Entry			Account Verification
Insurance Records			Spreadsheets			Reporting
Customer Service & Relations		Well Organized 			Time Management

Professional Experience

Communications Specialist, September 2011 – October 1, 2013
Unit Secretary/Medical Records SNF dept. -  October 1 - Present
Wind Crest Retirement Community, Highlands Ranch, CO

Responsibilities
Job duties include front line visitor and resident greeting; effective 4 line phone system monitoring; daily log updating for both residents and guests on campus; EMT dispatch; facilitate 911 interrelations as needed on emergency basis.  

Job duties include guest and visitor greeting; effective appointment scheduling; Admission records to include thinning, discharge and purging; posting of Physical therapy schedules, filing, faxing, communications with nursing staff and care associates, keeping watch over patients in the living/dining area, medical supply inventory, office supply inventory, and ordering all supplies.

Food Service, August 2010 – June 2011
Jefferson County Public Schools, Golden, CO

Responsibilities
Job duties included daily lunch food prep; student, guest and employee greeting, guests and employees; serving lunches; payment collection; cash drawer balance accountability; daily reporting.

Patient Coordinator, August 2009 – December 2009 (Temp)
Dr. Lorin B. Creer DDS, Littleton, CO 

Responsibilities
Job duties included patient appointment confirmation, appointment scheduling, new patient file creation, miscellaneous filing and regular patient file purging, and overall office structure organizing.

Patient Coordinator, June 2000 – December 2001
Perfect Teeth Dental, Lakewood, CO

Responsibilities 
Patient greeting; co-payment collection; payment plan scheduling;  treatment planning; insurance verification; filing, phones; scheduling; patient confirmations; general office duties.

Education

Arapahoe Community College, Littleton, CO
Medical Billing Certificate – Graduated December 2012
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