Vanessa Bell

2424 9th Ave #3207           Longmont, Colorado
80503         303-319-1111

Objective

To obtain a position within a successful organization where an assertive and enthusiastic person can capitalize on their experience and further the success of the company.

Summary of Qualifications

Errors and Omissions Certification 



Budget-Driven

Teamwork oriented





10 Key Ability

Independent decision making ability





Goal oriented





            Microsoft Word

Good written/oral communication



Diplomacy

Customer service oriented




Dependable

Organized file management




Flexible

Leadership






Type 55 WPM


Multi Line telephone system






Education

· Colorado Christian University: Elementary Certification Provisional License. April 2003 

· Colorado State University: Bachelor of Science in Early Childhood Education. May 1980

· Westbury High School: High School Diploma. 

May 1975

Employment History 

Primrose School





Longmont, Colorado

Preschool Teacher





July 2011 to current

Physiotherapy/IKS                




Centennial, Colorado

Billing Representative





August 2008 – October 2010

· Processed medical payments for hundreds of clinics across the U.S

· Organized payments according to the correct state

· Prepared 65 batches per day for payment posting

· Mail processing

· Data entry and Calculating


HRH of Colorado


                                   Greenwood Village, Colorado

Customer Service/Multi Line Broker                                     June 2004 – August 2008

· Customer Service Support for incoming calls.

· Verify benefits coverage to both provider & member.

· Claims management troubleshooting in order to initiate adjustments on claims.

· Travel to conduct customer service field contacts 2 to 3 times monthly.

· Help facilitate corrections on claim discrepancies.

· Process incoming faxes and mail for clients.

· Meet with members to gather information and assist in any issues or needs.

Lakewood Christian Academy



Lakewood, Colorado

Second Grade Teacher



            August 2002 - May 2003 

· Taught a “Back to Basics” academic curriculum integrated with Christian principles.

· Implemented student accountability with natural consequences motivation for classroom management. 

· Developed a weekly writing assignment called “Nifty News” 

Littleton Academy Charter School                                       Littleton, Colorado

Instructional Assistant




          January 2002 - May 2002

· Planned and taught reading and math to groups of students.

· Instructed whole class lessons on a limited basis.

· Assisted lead teacher with administrative responsibilities.

· Supervised recess and carpool.

Multiple School Districts



          Littleton, Colorado



      

Substitute Teacher




          October 2001 - January 2004

· Taught in Jefferson & Aurora County School Districts. 

· Taught assigned curriculum to students from the Kindergarten through 12th Grade level.

· Completed light administrative duties assigned by the teaching staff.

.

