
SANDRA L ANDERSON
6944 E. Exmoor Dr., Mesa, AZ 85208
(480)235-0252 • desertpsalm@gmail.com

DATA ENTRY SPECIALIST

PROFESSIONAL SUMMARY

[bookmark: _GoBack]Over fifteen years’ experience in data entry.   Included is seven years in Medical  Records, X-ray Files and  front office Medical Administrative Assistance.  Part of a team that consistently met and exceeded company expectations, scoring 97% to 100% customer satisfaction in all areas surveyed.  Outstanding customer service, superior attention to detail, innovative problem solver.  Knowledgeable in all aspects of medical and X-ray records management including Release of Information (ROI) and Electronic Medical Records (EMR).   Proficient in MS Office and numerous medical software applications. 

Professional • Detail-Oriented • Organized
Resourceful • Persistent • Team Player
Dependable • Trustworthy • Creative • Caring

SOFTWARE
MS Office • Cadence • RIS • PACS
Documanage • EHR/Allscripts • IMR • TSL
Currently studying Medisoft




EXPERIENCE

CIGNA MEDICAL GROUP • Tempe, AZ                                                                                                                    1/08-9/11
X-Ray Records Technician

· Processed X-ray films, digital images and related reports for radiologists.
· Facilitated Release of Information (ROI) for X-ray records to internal/external providers and patients. 
· Coordinated with physicians and patients to maintain proper records management.
· Accurately maintained x-ray files and corresponding computerized database of critical patient 
               information.
· Expertly processed thousands of files annually with accuracy and meeting HIPAA guidelines.
· Lauded by supervisor and patients for great customer relations, and for consistently exceeding
              company expectations to ensure patient needs are met.

KELLY SERVICES, dedicated to CIGNA MEDICAL GROUP • Glendale, AZ                                                       8/04-01/08
Medical Administrative Assistant/Records Technician 

· Successfully managed patient appointment scheduling and check-in for several physicians. 
· Communicated with insurance providers to verify patient coverage for cost effectiveness. 
· Accurately maintained patient medical charts and corresponding computer records.
· Facilitated Release of Information (ROI) for medical records to internal/external providers and patients.
· Expertly processed thousands of medical and x-ray files and appointments annually.
· Lauded by co-workers for excellent customer service.

MICHAEL'S ARTS & CRAFTS • Tempe, AZ                                                                                                          08/99-12/03
Certified Picture Framer

· Assisted customers with custom frame design to enhance their photographs and fine art.
· Built one-of-a-kind framed art to customer specifications.
· Managed inventory of framing materials and supplies for just in time delivery.
· Devised new shop policies resulting in better organization, and safer, more efficient completion of each   
              customer order.
· Received great customer feedback increasing repeat business.


EDUCATION

AA Equivalent, Music Major  -  Bethel College, Mishawaka, IN

Currently studying Electronic Medical Records with Penn Foster

