[bookmark: _GoBack]STEPHANIE BACA
11450 Community Center Drive #728
Northglenn, CO 80233
720-569-5430
stbaca83@yahoo.com/stbaca83@gmail.com

OBJECTIVE
Seeking entry level clerical office position with reputable company to enhance and expand my skills while contributing as a valued team member.

SKILLS
Quality control, Shipping & Receiving, Packaging, Delivery, Data Entry, Filing, Keyboarding (40 wpm), knowledge of ten-key, Level I certification and working knowledge of Microsoft Word, Excel, PowerPoint and Outlook, knowledge of medical terminology, CPT and ICD-9 coding.

EDUCATION
Parks College				(June to October 2003)
Thornton, CO
Completed Medical Insurance Billing & Coding Course
Educational Achievements
Dean’s List

Northglenn High School		(September 1997 to May 2001)
Northglenn, CO
Diploma received June 2001
EXPERIENCE
Mercy Housing (Decatur Place Apartments)		(August 2011 to December 2013)
Denver, CO
Desk Clerk
Answer phones, transfer calls and give program information to prospective residents, schedule appointments for residents, issue and follow-up work orders, make copies and send faxes, sort and distribute mail. Maintain security of building by requiring all visitors to leave valid picture identification and recording names, dates of birth and sign in & out times, checking ban list, monitoring and replaying security cameras for suspicious activity, walking property and locking all doors and gates.

Corestaff  Services						(July 2008 to January 2010)
Temporary Associate
*various locations*
Interactive Packaging Group		 
Golden, CO
Assisted with packaging by inserting tickets into beverage cases, applying special labels to bottles, performing bottle inspections and restacking cases accordingly in preparation for distribution.

Pearl Izumi					
Louisville, CO
Performed quality control inspections and audits on various new and recalled items while making necessary adjustments and completing accompanying paperwork, repackaging approved items in preparation for warehouse release. Also performed fabric testing.




GeoEye					
Thornton, CO
Assisted with distribution of annual calendars by packaging, weighing, creating and printing shipping labels in preparation for pickup and delivery.

Denver Newspaper Agency			(June 2007 to June 2008)
Denver, CO
Route Carrier
Packaged newspapers by applying necessary inserts, bagging and delivering papers within a set time. Also performed inventory duties such as counting and separating different papers, keeping track of bag supply and ordering more accordingly.

Fangman & White				(April 2004 to May 2004)
Arvada, CO
1 month unpaid externship
Called insurance companies for claims status, entered charges, bundled claims and statements and applied necessary postage in preparation for mailing, scheduled appointments for patients and made reminder calls, updated patient files as necessary, data entry and filing.








REFERENCES
Monica Gauna (Assistant Property Manager)
720-439-3969
mgauna@mercyhousing.org

Francesca Yanni
303-832-0478
fyanni@mercyhousing.org

Nadine Pollard
303-425-6646
Nadine.Pollard@corestaff.com


