

	940 E. 92nd Ave Thornton, CO. 80229720309-6109Garnold2010@aol.com

	Gina Arnold

	Objective

	To obtain an entry level position in medical records where I can use my skills and further my career. I am responsible, hardworking, and a very motivated individual. I have 7 years of experience in the medical record field.

	Experience

	Sep-2008 - Dec-2010
	Iron Mountain
	Aurora, CO

	Health Specialist
Prep medical records in a timely manner. I would also scan and index as needed.
I have the knowledge to pull and file X-rays in TD4 and TD5 order.
I would cover other individuals shifts when they were not able to. I would help out my co-workers with any questions they had, and train new employees as well.

	

	Mar-2007 - Sep-2008
	Waxie
	Denver, CO

	Receptionist
My position was to answer phones, take care of invoices, and mail them out.
I would help out customer service by taking orders for them. 
I made spreadsheets for the sale representatives. So they could keep their customers and the customers cleaning products that they order organized. 

	

	Nov-2005 - Jan-2007
	Digistor
	Aurora, CO

	Team Leader
[bookmark: _GoBack]I was a team leader for St. Joseph Hospital medical records. I was expected to meet with my team members, and update them with any new information from the hospitals. Such as St. Joseph, Lutheran, Good Samaritan, and West Pines.
I would train new employees and help my team members with any questions they had.
When my team members were getting behind. I would prep, scan, and index where ever I needed to be.

	

	Dec-2002 – Nov-2005
	St. Joseph Hospital
	Denver, CO

	Assembler
I would pull DIC charts for physicians to sign. File loose paper work into the proper medical record.
I also have the skills to assemble medical records in ascending and disascending order.
On certain days I would be the receptionist. My job duties were to answer the phone, file loose paper work, and assist patients when they would come in.

	Education

	Feb-2003 - June -2003
	Intergenerational Learning Center
	Commerce City, CO

	GED


	References

	References are available on request.
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