Frances Dollard
303-364-7314	Irish2743@msn.com
Profile 
Motivated administrative, multi-talented business professional with proven track record of  getting things done quickly and accurately. Talent for quickly mastering technology. Accustomed to handling sensitive, confidential records-HIPAA compliant. Demonstrated history of producing accurate and timely work product. In last job, entered 700 paper medical charges or more with less than 2% error rate and never called in sick. Received numerous raises and bonuses. Volunteered with 9Health Fair for four years and American Red Cross one year after several hurricanes and once as a teenager. Enjoy helping people and putting out fires as I love computer work and projects.
Skills
Microsoft Outlook & Word
Internet
Customer Service
Reliable and productive
Medical terminology
General Transcription
Property & casualty insurance claims clerk
Senior secretary
Good multi-tasker
65 wpm typing
10,000 keystrokes
ICD9-CM, CPT, HCPCS
Pharmacology
Anatomy, physiology, disease process
Some familiarity with audits, repricing of claims, patient insurance, eligibility, etc. while working temporary at major dental company and major health insurance company
Employment History
University Physicians, Inc	Data Entry Coordinator		2-25-08 to 11-18-11
Employee Benefits Mgmt  	Claim Registrar			9-20-07 to 2-25-08
Accentance, LLC			Contract Transcription     4-2007 to 2-25-08
Spherion/Randstandt		Temporary				2005 to 9-07
Office Team				Temporary				2003 to 9-07
Swedish Medical Center		Human Resource Asst		2000 to 2002

Education
Littleton High School
Emily Griffith Technical College-studying for the Medical Coding Certification Program-expected completion sometime summer of 2012
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