Irene Elliott
266 East 4th Street
P.O. Box 214
Greeley,  Co  80632                           Administrative Assistant/Secretary/Receptionist
(970)396-1071
_______________________________________________________________________ 
 
 Summary of Qualifications
· Ten  years of  Clerical experience in a variety of office settings (Medical,Financial, and Banking.
· Recognized by management on ability to work independently and accurately with little or no supervision.
· General computer knowledge of Excel, MS Word, MS Excel, Quick-books, and company software program for data entry.
· Operated equipment including copier, fax, filing systems, and printers
 
 Professional Experience: 
    Customer Service/Clerical
· Communicated with customers, employees, and other individuals  to answer questions,   explained information, and addressed complaints.
· Multi-phone line, Scheduled appointments, directed calls, and took messages.
· Maintained and updated filing, incoming mail, answered correspondence and prepared outgoing mail.
· Protected the security of client records to ensure that confidentiality is maintained.
· Financial budgeting  A/P, A/R, and documentation for billing and collections.
   
 Data Entry
· Complied, copied , sorted, and filed records, of office activities, business transactions, and other essential activities.
·  Reviewed files, records, and other documents to obtain information to respond to requests.
· Typed and maintained high and low balance files and accounts for clients.

Work History
             Kelly’s U/A’s , Windsor, Colorado 6/13-Current
             Pharmerica,  Longmont, Colorado  11/09-2/13
             PFC Inc,  Greeley, Colorado   11/02-7/09
             Peakview Sports Medicine,  Greeley, Colorado  3/02-11/02
             Confidential Connections, Westminister, Colorado  10/02-3/02
             Norbel Credit Union,  Greeley, Colorado  9/94-10/01
             Greeley Medical Clinic, Greeley, Colorado  6/90-9/94

References upon request


Irene Elliott                                        (970)396-1071

Background Skills: 
 Admin Assistant, Receptionist, Banking,  Loan Officer, Collections, Customer Service, Payroll,  Quick-books, Financial, and Medical Billing

Kelly’s U/A Services                  Windsor, Co                                      June 2013 -   Current
Collector Control Specialist
*Phones (In and Outbound Communication)
*Data Entry and Filing
*Collect U/A’s samples for several different companies, for employment verification

Pharmerica                                 Longmont, Co                                  November 2009 -  February 2013
 Collection-Admission Associate I /Customer Service/Medical Billing

* Manage High and Low balance accounts , Insurance billing claims, and Prior  authorizations
* Process  payments,  Settlements, and send accounts to collections
* Customer Service, In and Outbound telephone communication (Call Center)
 
PFC Inc Co.                                  Greeley, Co                                        November 2002 -  July 2009
High & Low Volume Collector/Dialer/Customer Service
 
 * Expedite In and Out going telephone calls
 * File and maintain Legal court documents
 * Evaluate and manage client files
 * Secure payments and collections for High and Low balance  accounts
 * Financial coaching and budgeting
 
Peakview  Sports Medicine      Greeley, Co                                      March  2002 - November 2002
Administrative Assistant/Receptionist/Medical Biller
 
 * Scheduled appointments, In and Outbound communication
  * Filed and maintained c laims with insurance companies
 * Billed clients, and patients, Process payments , and  A/P,  A/R
 
Confidential Connections      Westminister, Co                                   October 2001 - March 2002
Administrative Assistant/Receptionist
 
 * Financial Book-keeping  A/P,  A/R
 * Scheduled Appointments, Phones In and Outbound communication
 * Data Entry , Filing, and Process payments
  * Maintained client files
 



Norbel Credit Union              Greeley, Co                                          September 1994 -  October 2001
Loan Officer/Member Service Rep
 
 * Financial Lending, Loan Processor, Loan Documentation,  and Titles
* New Accounts, IRA's , Certificates, Money Markets, Heloc’s , and Cash handling
* Call center communication:  In and Outbound calls 
 
Greeley Medical Clinic        Greeley, Co                                             June 1990 -  September 1994
Administrative Assistant/Receptionist
 
 * Supported  ENT, Audiology and Oral Surgery departments
 * Multi-phone lines,  and  Schedule Appointments
 * Filing, Process payments, and Insurance claims
 
Essential Skills:       Kenwood               AS400               Excel
                                  Microsoft Work    Microsoft Excel
                                 Word Perfect         Quickbooks      
 
 References: 
 
    Terry Halvorson                                         Jack Webb
    1900 Sunset                                               Wells Ranch
    Longmont, Co                                            Gill,  Co
    (303)776-8919                                           (970)324-3986
 
    Lonnie Enesnias                                          Crystal Navarro
    22 Ash Avenue                                            5757 West 11th Street
    Eaton,  Co                                                    Greeley, Co
    (970)590-2448                                            (970)352-5000 Ext: 302
                    
                         


