
	Roxanne Davis
2100 W 100th Ave
Unit 247
Thornton, Co 80260
303-853-3500
               720-242-7315
gatorgirl804@outlook.com

	Objective

I would like to find a secure and challenging position in the healthcare industry providing customer service to both the clients and the providers.


	
	Employment History

	
	Financial Intake Specialist/Front Desk Admin.
Jan, 2002 – Present

Community Reach Center, Thornton, Co 80260
· Receptionist – Front Desk
· Answered Multi-line phones
· Tracked my client case load with spreadsheets in Excel
· Completed the financial intake process with clients

· Cash handling

· Insurance verification

· Scheduling

· Data Entry

· Escrow

· Tracked 27/10 Certifications

· Billing research

· Minutes

· Correspondence

· Administrative duties for the CFO and Business Manager

	
	Receptionist/Mail Clerk
Oct, 1998 – Oct 2001

Ultimate Electronics, Thornton, Co 80260
· Answered and transferred phone calls
· Ordered name tags and business cards for 5000+ employees
· Managed the mail room and distributed mail
· HR filing 

· HR scanning

	
	Reception/Payroll/Accounts Payable Clerk
March 1992 – Oct, 19989

   Castle Garden Care Center, Northglenn, Co 802233
· Answered multi-line phone
· Processed payroll for 150+ employees
· Accounts Payable
· Client Escrow

· Benefits meetings

· Administrative duties for Director and Director of Nursing

· Created forms

	
	

	
	Education

	
	· High School Diploma, Brighton, Colorado 80601 – 1971
· Medical Terminology


	
	Other Experience

	
	Medical Terminology
Excel, Outlook, Word, Intergy, TIER

Copy machines, Fax machines


	
	References

	
	References are available on request.
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