Diamond Afework
1302 Milwaukee St., Denver, CO 80206 ♦ 720.394.0164 ♦ diamondafework@msn.com


CAREER PROFILE & HIGHLIGHTS
Responsive and efficient professional with impeccable hands-on skill sets, a consistent desire to provide optimal client outcomes and an uncanny ability to follow organizational policies and procedures poised to contribute to the overall goals and production of an established healthcare firm.

· Consistently strives to deliver highest standard of quality service.

· Organizes and prioritizes duties in order to complete simultaneous projects within deadlines. 

· Detail oriented, quality-focused professional trained in medical billing and coding. 

· Skilled in all front-end office operations and types 40 WPM.


KEY MEDICAL PROFICIENCIES

	Introduction to Medical Assisting Medical Terminology 

Patient Processing and Accessing Human Pharmacology 

Medical Law & Ethics

MS Office Suite
	Electronic Health Records (EHR)  Electronic Medical Records (EMR)  Path physiology for Medical Office Anatomy & Physiology

Medical Transcription

Office Accounting
	Pharmacology

Principals of Management 

Computer Information Systems Medical Billing 

Records Management 

HIPAA Compliant 




EDUCATION
Ultimate Medical Academy - Tampa, FL





Expected – Nov, 2012
Medical Administrative Assistant Diploma  

Includes: Disease Processes, Surgical Procedures, Life Cycle of an Insurance Claim, Health Care Settings, Health Care Payers, Procedure and Diagnosis Coding from Medical Records, Reimbursement Systems, Facility Billing, Word Processing and Medical Practice Management Systems.

Community College of Denver - Denver, CO






2010
Associate Degree in General Studies  








 


PROFESSIONAL EMPLOYMENT HISTORY
Vision works- Lakewood, Co








2012-Present
OD Tech

· Pre-testing patients for the doctors
· Handling insurance, filing, creating files for patients, answering phones, faxing, copying, scheduling appointments, handling appointment book

· Ordering contacts, organizing contact trials 

· Lensometer 

· Sales 

Colorado Cab Company (Yellow Cab) – Denver, CO





2008 – 2011
Team Leader and Dispatcher 

· Dispatched a fleet of more than 400 cabs with a CB radio using Windows and a DOS operating system.

· Ensured that drivers followed relevant safety regulations and state laws governing vehicle operation. 

· Oversaw test vehicle equipment such as lights, brakes, horns, or windshield wipers, to ensure proper operation.
Hilton Garden Inn – Denver, CO







2007 – 2008
Hostess
· Served a major role in establishing warm atmosphere for guests as the first point of contact with the public.  

· Courteously greeted patrons and directed them to tables or accompanied them to waiting areas until tables were ready.  

· Received and scheduled reservations via phone and in person, assigned guests to tables suitable to the size of each group, escorted them to their seats and provided menus.  

Forever 21 – Denver, CO








2006 – 2007
Sales Associate 

· Increased opportunities for repeat sales through providing outstanding customer service, assisting in locating products and answering all questions succinctly.

· Promoted a professional and competent persona as the company’s first point of contact with the local public, helping ensure smooth business operations.

· Established and maintained outstanding relationships with customers, consistently earning repeat business.

