Peggy Bidwell
Aurora, CO
(720) 971-9054

Objective:
   My personal and professional objectives are one and the same. I want to find a home away from home. Not just a job, but a career with opportunity to bring my past experience and knowledge to the forefront and for growth both personally and professionally.

Education:

University of Phoenix – Medical Administration - Focus On Medical Records
Associate’s Degree
Currently Attending

Lincoln Academy – High School
High School Diploma
Complete







Work Experience

Karcher North America, Inc.
Englewood, CO
10/2009 – 03-2012
Corporate Sales & Marketing Assistant, Warranty Assistant, Customer Care Assistant

Duties / Responsibilities
· Weekly finance reporting for corporate VP of Sales & Marketing in regards to company tracking of dollar amount of company equipment out with national sales reps
· Weekly reporting of new customer set-ups, then based on customer type, would mail out welcome packet
· Monthly  reporting to all national sales reps, and their regional managers on all equipment out with who based on machine type, and serial number
· Monthly reporting to all national sales reps and regional managers on all available/used/remaining annual marketing funds earned by our largest selling customers
· Monthly reporting to outside customers under contract with company to earn rebates based on previous months sales of their third party clients
· Daily auditing, approving, denying of submissions on the company’s site for our Visa/Amex cash back incentive program for individual customer rep sales for the previous month
· Entering & assuring processing and on time shipment/delivery of all orders placed by sales rep for their own inventory, scheduled demo, customer, or for our Canadian branch’s inventory
· Completion of all customs information for international orders
· Doing write-offs of equipment to various VP accounts as needed or requested
· Data entry of CRM contact list
· Misc. reporting or projects as requested by Corporate Vice Presidents
· Annual trade show prep with/for VP’s
· Printing/Burning of instructional cd/dvd as requested
· Putting together of educational material books for reps coming in for company mechanic workshop
· Misc. office duties as needed to assure department goals are completed
· Coding of new accounts based on customer / company types
· Remaining constantly available via phone & e-mail to regional managers and national sales reps to assure all of their administrative needs, concerns, changes, requests are met ASAP at all times
· Creating and sending  aging notifications to national sales reps and regional managers regarding inventory equipment older than three years
· Processing of warranty claims based on company standards
· Making direct contact with customers regarding any information needed for claim processing
· Sent time notices, denials, and approval notices out to customers
· Entered customer extended warranty information as cards were received into department
· Filed and pulled paper claims as needed
· Entered claim notes into system as needed
· Responded to calls and email inquiries from customers
· Scanning of company delivery paperwork as needed
· Trained my replacement prior to leaving







Experience Used:
-Windows XP, Microsoft Office Suite, SAP, 10-Key Data Entry, Alpha Data Entry, CRM, Scanning, Faxing, Phone, E-mail



Carmel Community Living
Englewood, CO
06/2010 – 08/2010
Independent Living Aide

Duties/Responsibilities
· Working with mentally disabled clients
· Providing transportation to run errands as needed to doctor appointments, bank, grocery, etc.
· Documenting notes on client’s records for all doctor appointments, any diagnosis, special instructions given, etc. 
· Encourage & document client’s sticking to their own chosen goals (clean living environment, job hunting, controlling anger and outburst in public, etc.)
· Disbursing, tracking, record keeping, and keeping all receipts for all SSI/Disability funds issued to client’s through the company
· Tracking and noting all client’s medication intake
· Remaining available for contact by client’s and family to be notified of any changes in between visits
· Filling out visit description report for each visit describing all activities done during scheduled time, concerns, attitude, etc. 
· Mileage paperwork weekly




Experience Used:
Bookkeeping, QMAP Certified

Freedom Billing Services, LLC
08/2008 – 09/2009
Mt. Victory, OH
DME Medical Billing 

Duties/Responsibilities
· Submitting of DME claims to appropriate insurance for processing (Medicaid, Medicare, Private, Primary & Secondary)
· Making direct contact with doctors for any requested info from insurance company to assure payment of claims
· Follow-up on claim status off monthly A/R reports
· Entry on accounts of status notes, updating, or processing
· Payment posting to accounts
· Filing of paperwork
· Working unsupervised from home
· Daily reporting to main office




Experience Used:
A/R Reporting, HIPPA Regulations, Data Entry, 10-Key, Fax, Phone, Microsoft Office Suite, Windows XP





Peter Li, Inc.
06/2007 – 12/2007
Dayton, OH
Customer Service Rep

Duties/Responsibilities
· Inbound/Outbound calls from educational clients for service renewal
· Collecting referrals from current clients and making contact with them as well to see their interest in services
· Input each call status into account
· Set-up new accounts from referral contact
· Update any client information as needed
· Problem resolution when needed
· Title 1 conference registration for clients and guests
· Assuring all daily call log records were completed





Experience Used:
Phone, Data Entry, 10-Key, Customer Service





National City Mortgage
10/2002 – 04/2007
Dayton, OH
HMDA Compliance Spec, Loan Auditor, Team Captain, Loan Delivery Shipper

Duties/Responsibilities:
· Auditing of all denied loan files to verify file documentation information fell within HMDA compliance for annual governmental audit
· Auditing of all loan information to assure that file information and system information matched, if not, researched and made any needed corrections
· Tracking of all loan files coming in and out of department
· Tracking of all loan file location
· Requested needed files from outside departments
· Managed my team of 12 in regards to training, progress, job duties, weekly meetings, etc.
· Helped prep for company annual government audit
· Prepping loan files being sold to outside companies
· Sign off on promissory notes between NCM and purchasing company
· Assuring assigned monthly pools were ready for pick-up on deadline date
· Misc. office duties
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AS400, Microsoft Office Suite, Windows XP, 10-Key, Data Entry, Copying, Faxing, E-mail, Management, Filing

