Elizabeth Shepherd
Front Desk Receptionist
Broomfield, CO 80020
[bookmark: _GoBack]Lilybug62@hotmail.com - 720 495 5835
Experience administrative professional with a background in Mortgage processing, quality control, and account reconciliation.
Eager to continue career and utilize my extensive skills to better company, clients, and teammates.
Excellent Multi Tasker Verbal/Written Communication
Attentive to Detail Easily Learns New Software Platforms
Authorized to work in the US for any employer
WORK EXPERIENCE
Front Desk Receptionist/Scheduler
Center for Spine and Orthopedics - Thornton, CO - 2017-06 - 2017-09
· Check patients in and out
· Open the patient file on the computer, pull a super bill for each patient
· Verify the appointment and check for updates regarding the patient
· Collect and process co pay if applicable
· Schedule next appointment
Scheduler
· Schedule appointments for current and new patients
· Register them into our system
· Register patient by collecting information including their insurance information.
· Take and transfer calls for all the staff, medical & physician assistants
· Check referrals then call the patient or new patient to schedule an appointment
· Go through and check what documents have been sent to the "bucket" on the computer, send the documents to the medical assistant, individual staff or process them into the patients file
Document Processor
Urban Lending Solutions - Broomfield, CO - 2016-08 - 2017-03
· Responsible for quality checking modification documents that were sent to the home mortgage retention department
· Responsible for quality checking execution documents prior to notary department sign off
· Processed and distributed received documents from borrowers and lenders
Mortgage Retention Specialist
Urban Lending Solutions - Broomfield, CO - 2012-06 - 2015-09
· Responsible for quality-checking modification documents for notary requirements at state and county levels
· Performed quality-checks on financial documents from borrowers
· Completed files before transfer to underwriting department
Receiving Manager, Color Step Printing and Copies
Quality Control and Shipping - Broomfield, CO - 2002-09 - 2010-04
· Oversaw all levels of quality control in printing and shipping operations
· Worked with all departments to facilitate the approval and completion of projects
· Coordinated daily deliveries and shipments, managed client email notifications for all outgoing shipments
· Verified and posted daily invoices for accounts receivable
· Directed administrative and project support efforts as well as daily secretarial tasks
· Responsible for taking orders and responding to customer complaints
· Utilized a variety of advanced printers, bindery equipment and assembly techniques to complete finished work per customer specifications
· Performed hand work in gathering, collating, and otherwise assembling printed material in the desired form
EDUCATION
Diploma
Mapleton High School
