





Shayla Christenson	2367 E 110th Drive Northglenn, CO 80233	Cell 720.612.9810	cshayla223@gmail.com	


	Objective
	
To pursue a highly rewarding career, in a challenging work environment where I can utilize my skills and knowledge to effetely help the organization growth. 


	Qualifications 
	· Administration: Provide exceptional administrative support to peers. Streamlining office processes to increase efficiency and improve service.  Outstanding communication skills.
· Customer Service: Serve as initial point of contact for customers and citizens, donors, and patients. Provide education regarding the services of the company.  Efficiently schedule appointments and promptly respond to inquiries via e-mail and telephone. 
· Technical Skills:  Microsoft Office (Word, Excel, PowerPoint, Outlook) medical software. Capable of managing multiline telephone system and typing 56 words per minute
· Key Strengths: Highly organized and conscientious. Adapt quickly to new and evolving environments. Possess the motivation to succeed.

	Professional Experience

	Adams County                                                                                       12/2012-Present
Stormwater Management Customer Service/ Permit Technician 
Serve as first point of contact, route telephone calls, respond to citizen inquires. Provide background as well as current information regarding the Stormwater Utility Fee in person as well as via e-mail and telephone. Perform a wide-range of office functions such as scanning, filing, and faxing.  Manager and use the various types of databases such as Accela, Cartegraph. Use- GIS Mapping and Power DOCS as well as update and use multiple spreadsheets.  Train additional Customer Service Staff regarding all job duties. Collection of permit fee’s using JD Edwards, routing plans to designated department, providing contractors with Certificate of Occupancy’s when sign offs are complete. 

Talecris Plasma Resources                                                                     06/2011-12/2011
Donor Processor
Conducted pre-donation medical screening to ensure initial suitability in accordance with established guidelines. Performed HTC protein stick and vital signs during the screening process as well as asked initial screening questions. Ensured all donor medical information was complete prior to donation. Accurately organized and maintained the filing system managing donor information. Performed general administrative responsibilities such as greet donor answer phones schedule donors. Faxed new donor information to nearby plasma center’s to verify donor donations.  

Brighton Medical Group (Extern)                                                                       03/2011
Medical Assistant   
Comforted patients by providing answers to all questions. Gathered patient histories, protected patient rights by maintaining confidentiality of personal or financial information. Collected vital signs, specimen, and blood draws and transferred samples to the laboratory. Performed injections as needed. 
 
Aurora Woman Care (Extern)                                                   01/2011-02/2011
Administrative Assistant/Medical Assistant                                                 
Provided full administrative as well as medical assistant support for the woman clinic with a large patient pool. Interfaced with patients to assess immediate needs and schedule appointments. Collected financials and insurance data to ensure full proper payment. Prepared confidential files for physicians and medical staff. Collect payments by credit card transaction or cash for procedures done prior or that day. 

Accurately collected patient histories to ensure no change since prior visit, arranged necessary follow ups, ensured that all specimen and blood draws were labeled correctly to send to laboratories. Took accurate vital signs and arranged patient prescriptions. Ensured all rooms were sanitized and sterilized for next procedure.

	References 
	Available upon request
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