Talea Hudson
(720) 434-4541 tehudson@yahoo.com
 
 SUMMARY OF QUALIFICATIONS:

· To obtain a position that will utilize my skills in a facility that has an organize team, balance work load and room for growth and learning.
Skills and Proficiencies:

· HICPCS 11
· CPT 4
· ICD-9CM

· HIPPS  
· Detail Oriented

· Multi-Tasking

· Goal Attainment

· Team Player

      PROFESSIONAL EXPERIENCE:
POSTAL SERVICE, LEGAL FILE CLERK
                                                             2010-2014                                                                                                                                                                        
· Provided office assistance i.e. scanning, faxing, filing, and quality control
· Entered information into data base system, trouble shooting problems                      
· Helped lawyers prepare for court cases , set up and maintenance of files









       WOODRIDGE TERRACE, Externship (160 HRS)                                                           2008-2009                                                                                                
· Opened and closed medical record charts and filed into storage
· Inputted patient information into charts i.e. pharmacy scripts and doctor orders
       REMEDY STAFFING CUSTOMER SERVICE
                                                             2006-2007
· Answered phone lines, assisted customers by addressing complaints
· Successfully entered information into data base system i.e. personal/contact information
· Efficiently provided trouble-shooting with customer issues, handled credit issues














CONVERGYS Medical Enrollment Customer Service                                                          2005-2006                 
· Provided solutions to customer’s problems 
· Directed customer issues to supervisor as necessary

· Effectively managed phone calls and  trouble shooting for accuracy
       HOPE @ HOME Personal Care Provider.                                                                             2004-2005
· Assisted clients with meal planning and preparation, cooking, and cleaning 
· Provided transportation to and from medical/recreational appointments

· Completed activities of daily living  i.e. bathing, grooming, and dressing  
       COLORADO DEPARTMENT OF TRANSPORTATION CONTRACTOR                   1996-1997
· Assisted co- workers with tracking misplaced files in the company data base system

· Provided clerical assistance including filing and copying medical record information
       SNAP PERSONNEL SERVICE FITZSIMONS MEDICAL RECORD                              1995-1996
· Dealt with confidential patient information 
· Organized information to be sent directly to patients and insurance companies 
· Provided clerical assistance including filing and copying medical record information
      EDUCATION:







   


· Cambridge College Diploma, Medical Billing Coding                    Cert of Completion 2009
       Perfect Attendance Award
     VOLUNTEER WORK:
       Heritage Christian Center, Aurora, Colorado




                 2006-Present
· Participate in the meal preparation, clothing drives and distribution for the homeless 

