        Alismet Andrade
3701 Jackson St, Denver, CO 80205    (720)309-2816   alismetandrade07@gmail.com

Career Objective 

 Seeking a position that will utilize my diverse knowledge.  I am a quick-learner who is always open to taking on new challenges and obtaining proficiency with new techniques.

   Skills Summary 


· Fluent in English and Spanish: Read/Write/Speak

· Enjoys interacting with and meeting new people

·  Strong team member works well with all types of people

· Good multi-tasker 

· CPT/ICD-9 coding

· Patient charting

· Appointment setting

· Vital signs 

· Transcriptions

· Insurance claims

· Telephone Etiquette

· 30+ WPM

· Medisoft/CIMO

· Dentrix

· SoftDent

· Microsoft Office: Word, Excel, Power Point

· Adobe Illustrator

· Photoshop
· Computer Aided Drafting

    Certifications 


· OSHA 

· HIPAA

· CPR Certified

    Education 


	Everest College, Aurora, CO

 Graduated 5/2013
Medical Administrative Assisting Diploma


	Manual High School, Denver, CO
Diploma
Honor Roll  for three years

Honors Algebra II and AP Calculus

Won first place at the Eat well @ school cooking competition


     Professional Experience 

Firefly Car Rental, Denver, CO,                     Flexible Service Representative                             11/2013-Present
 

       Kids and Family Dentistry, Commerce City, CO    Administrative Assistant      

  8/2013-11/2013           

      Navajo Manufacturing, Denver, CO    Blister Production Worker      

   6/2012- 4/2013
	·  Assembled and packaged OTC mediations          in blister packages

·  Sorted and labeled products

· Completed necessary paperwork and reports

·  Maintained a clean and safe work environment
	·  Ensure quality control

· Assisted in material movement

· Strictly adhered to company policies

· Worked as a team in production work

· Safely handled materials 


Customer service representative


Answer phone


Qualify and process customer rental�
Process customer rental returns


Conducting vehicle service and maintenance


Driving vehicle to assigned area�
�
�
�
 





 Easy Dental: appointment scheduling


 Answer phone


 Filing


Insurance verification  �
Recall list


Pulling patients charts


Insurance verification �
�
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