
Terrie Cuevas
11801 Washington St. # G205 Northglenn, Co. 80233 720-577-9421 terriecuevas@yahoo.com
Objective
A position within your company where good analytical skills and ability to learn fast contribute to profitable operation.

Experience
Supervisor
July 2013 - January 2015  Britton Royal Cleaning Service Broomfield, Colorado

Responsible for the day to day management and assigning activities of cleaning staff
Communicating with high-profile customers on a personal basis




Managing and reviewing team performance

Meeting with customers and giving quotes for jobs

Prepared invoices, reports, memos, letters, financial statements and other documents

Release of Information Specialists
October 2008 - July 2013 Health One / Healthport Technologies, Neptune, New Jersey

Heavy phone volume providing customer service in a centralized facility

Release and retrieve patient medical records according to regulations

Maintain and operate a variety of indexes, storage and retrieval systems

Business Support ll
January 2005 - January 2008 Centura Health Thornton, Colorado

Customer Service 

Data entry, such as demographic characteristics, history and diagnostics.

Administrative support for medical staff

Utilized knowledge of a variety of software’s

Billing for implants and procedures provided by hospital

H. R. Assistant and Staff Coordinator
January 2003 - January 2005 Briarwood Healthcare Center, Denver, Colorado

 Provide administrative support to the H. R. manager

Utilized knowledge of computer databases, networking, Internet recruiting resources, media advertisements, job fairs, recruiting firms, or employee referrals 

Maintain employment records related to events such as hiring, termination, leaves, transfers or promotions, using H.R. resources management system software

Analyze employment related data and prepare required reports

Staffed and maintained employee work schedule for all medical staff

Education
Everest Community College

2008 - 2009

Associates of Science
Deans list
Skills


Great honesty and loyalty proven through the past work experiences




Hardworking and professional at performing the job duties




Job specific tasks, including daily routine correspondence, paperwork, 




management of accounts 




Great flexibility in working hours to suit the situations

References
References are available on request.
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