Alejandrina Martinez-Coplan 
6235 W 11th Place 
Lakewood, CO 80214 
719-459-5425 
devine0135_2000@yahoo.com 

Objective: To obtain a challenging and rewarding position as a case manager or a coordinator.

Summary of Qualifications:
Proven record of facilitating support services and managing fast-paced office operations.  Strong organizational and communication skills with the ability to concurrently direct multiple business affairs. Advanced understanding of customer needs with diligent attention to detail resulting in superior customer service and high levels of client satisfaction. Trusted consultant, liaison and assistant.

Volunteered with The Family Tree at a homeless shelter and domestic violence shelter to gain experience with my education. Answer calls and assess placement in facilities. Provide friendship, guidance and other duties as requested facilitating crisis intervention. 

Professional Experience 
Jackson Hewwitt, Colorado Springs, CO Tax Preparer 1/99 to 4/03 
Prepared, completed and submitted individual income taxes to the Internal Revenue Service. Reception, customer service, data entry, cash handling. 

Five Star Sanitary Products, Colorado Springs, CO Office Assistant 4/01 to 10/05 
Bill customers on a daily basis, and send monthly balance statements. Reception and post office drops. Maintain filing system for billing department and accounts payables and receivables. 

CP Research, Colorado Springs, CO Market Researcher 10/05 to 9/07 
One on one and phone interviews with consumers for numerous marketing firms about everyday consumer products. Managing, data entry and editing are essential duties. 

Omni Financial, Broomfield, CO Administrative Assistant 6/07 to 9/07 
Resolve tax issues for clients in debt to State and Federal Authorities. Duties to include; contact with clients, Internal Revenue Service and State Revenue Department. Research financial documents and records of business, personal accounts.  Transcribe letters, meeting deadlines,  participate in conference calls.  Handle several individual caseloads. 
Walgreen's/ SeniorMed Pharmacy, Denver, CO Medical Records Technician & Pharmacy Technician 8/02 to 4/05 and 10/06 to 2/08
Plans, develops, and administers Medical Administration Records System for pharmacy consistent with facility policies and procedures and standards of accrediting and regulatory agencies. Duties include printing daily audit logs; maintain records and communication with facilities. Settle any insurance discrepancies, which may occur.  Stock and order medicines, customer service and cash handling.  
Omnicare Pharmacy, Golden, CO Medical Records Technician 2/08 to 2/12
Enter all non-medication orders and some medication orders into customer specific profiles for assigned centers in the pharmacy computer system. Checks new admits, corrections, and deletes duplicate orders. Receives physician order sheets and telephone orders and file monthly for future archive storage. Assists with conversions and new home start-ups along with pharmacy data entry as required. Review and edit monthly physicians order forms and telephone orders returned to the pharmacy, to input recap notations, order changes and other information provided relative to medical records. Reviews each facility's requirements for medical records with the facility supervisor, pharmacy consulting staff, account management, DON, etc. to set up center specific medical records. Manage discharges, room changes and doctor changes on profile. Other duties as assigned.

National Jewish Health, Denver, CO Infectious Disease Intake Coordinator

2/12- Present

Responsible for ensuring that referrals and consultations from individuals wanting to become patients, current and past, or physicians interested in referring a patient are quickly and appropriately handled. Present new intakes to the clinic director at a weekly meeting, and attend monthly division meeting. Essential to collecting relevant and timely data so that the ID doctor can make an informed, timely, appropriate decision related to the patients care. Coordinates and maintains database and communication with laboratories, physician practices, patients and referral sources, Performs all other duties as assigned.


Education
 Intellitec Medical School, Colorado Springs, CO 5/05 to 6/06 
Received Associates in Health Administration
Acquiring Bachelors with a Double Major in Human Services and Psychology  and an Associates in Business Administration from Ottawa University expected graduation date 6/2013
