AMBER HILLEARY
Amber.hilleary@yahoo.com

4159 Odessa Street,
Denver, CO 80249

970-589-7370

EXPERIENCE

Mind Springs Health, Grand Junction, CO 09/09/2013-02/01/2014
Business Services Assistant

· Check in Clients

· Collect Copays

· Reminder Calls for appointments

· Scheduling

St. Mary’s Hospital and Medical Center, Grand Junction, CO 10/01/2012-09-06-2013
Registration Scheduling Specialist

                - Answer incoming calls

                - Insurance Verification/Authorizations

                - Scheduling

                - Data Entry

                - Sort incoming faxes

St. Mary’s Hospital and Medical Center/Life Center, Grand Junction, CO-10/03/11-10/01/12 Registration Specialist

                  -  Register Patients

                  -  Collect Copayments

                  -  Pre Register 

                  -  Insurance Verification

                  -  Scan/Fax/Copy

                  -  Open

                  -  Data Entry

                  -  Answer incoming calls

Axis Health System, Durango, CO - 08/11/2010-08/25/2011

Administrative Assistant

•
Experience with all Carelogic Front Desk Functions

•
Scheduling Clients

•
Checking-in and assisting clients

•
Answering multi-line phones

•
Insurance Verification/Sliding Scales

•
Basic office duties-scan/fax/copy/filing

•
Data Entry/Intakes

•
Cover for other locations

•
Entering templates (clinicians schedule)

•
Performing Breathalyzers  

•
Distributing Mail

•
Opening/Closing

•
Collecting Money from Clients

•
Prepping next day schedule

•
Appointment Reminder Calls

A-Med Supply, Durango, CO- 08/20/2009-08/09/2010

Customer Service Representative

•
Answering Phone

•
Performing in office set ups

•
Intakes

•
Scheduling

•
Data Entry

•
Insurance Verification

•
Assisting Walk-In Clients

•
Oximetry Testing 

•
Print tickets 

•
Inventory (end of month)

•
Basic office duties-scan/fax/copy/filing

Bob’s Johns, Inc. Bayfield, CO  08/13/2008-08/20/2009

Secretary

•
Answering Phone Lines

•
Billing

•
Scheduling

•
Routing for drivers

•
Basic office duties-scan/fax/copy/filing

•
Inventory

EDUCATION
Colorado Mesa University 08/2012-05/2013
· Licensed Practical Nurse

Penn Foster College-02/2011-02/2012

· Certified Personal Trainer.

San Juan College 02/2009-06/2009

· EMT-B class-Took through Upper Pine Fire Protection District and got the class certification-I do not have my National Certification

· CPR Certified

· Firefighter 1 certification through Upper Pine Fire in 2009

Bayfield High School-August 2002-May 2006

· High School Diploma

· Took a CNA class through San Juan College

REFERENCES

Work Related-

1.
Catherine Heatley- Director of Support Services at Axis Health System. Direct supervisor for 6 months. 970.335.2246

2.
Don Mooney- VP of Client Financial Services at Axis Health System. 970.335.2244

3.
Brenda Madden-Director of Reimbursement at Axis Health System. 970.335.2208

4.
Roxann Stettler- EHR Coordinator at Axis Health System. 970-335-2213

5.
Lance Alsum- PST at A-Med Supply 970.403.4294

Personal-

1.
Sarah Dombrowski-Sister-in-law---970.946.7934

2.
Joanie Hedemark-Family Friend----970.884.0634

3.
Tracy Vreeland-Family Friend---970.884.0881

INTERESTS

I love helping people; I have been in customer service for several years now. I went from waitressing to front desk and am always around people. I like being face to face with people and help them that way, but I try my best over the phone also. I myself am very interested in healthcare. I am looking for a great company and am looking for long-term employment that could turn into a career. I’m always willing to learn. I feel I am a very honest person, and extremely reliable. I have been unemployed since February 2014 due to a work transfer for my husband and our recent wedding. 
