	Glenn Fisher, Jr.
9117 E. Mansfield Ave
Denver, CO 80237
E-mail: g fishjr@yahoo.com
Cell Phone: 720-998-3471

Education: Currently Attending Metropolitan State College Denver for Bachelors Business Management Degree.
Work Experience:

Ultimate Staffing  (Rocky Mountain Poison & Drug Center)               October 2009 to July 2010
7887 E Belleview Ave # 450 Englewood, CO 80111
Poison Information Provider:           

•Working in a call center answering phone calls in regards to H1N1 questions.
•Using our Case Pro Program to find our information for our clients.

•Also answering phone calls in regards to pill identification questions.
•Using our Poison Index substance identification program for finding different pills. 

•General profiency and comfort with computers and professional phone demeanor.
• Follow instructions and communicate with supervisor or trainer when appropriate to ensure customer expectations are met.
• Maintain a record of completed work
•Worked as a self starter and possed a strong desire to learn and become a team player with co-workers.
Iron Mountain                                                                                August 2008 to April 2009
3344 Moline Dr Aurora, CO 80011
Records Center Specialist:                                                                      
•Process all incoming media orders including. 
•Scanned carton barcodes and locations.

•Downloaded and scanned information.

•Investigated and resolved all exceptions and, 
at times, closing the order in Safe keeper
system.      

•Process media retrieval orders including pulling the items,
verifying item, closing service order on Safe keeper, manifesting all
orders, bundling all orders and preparing for shipment to customer.

  •Research and resolve discrepancies encountered during above
 processes and communicate difficult issues or problems to manager.

•Observe safety procedures and report any safety issues.

TG Staffing (Catholic Health Initiative)                                      February 2007 to August 2008
300 South Jackson Street Suite 505 Denver, CO 80209
 Document Processor:                                                                           
•Open and prepare incoming mail for scanning, Q&A, and indexing in the accounts payable department.
• Categorize invoice, expense report, vendor maintenance and other Accounts Payable documents and sort them into batches then scan them. 
• Enter key document data into the imaging system 
• Monitor imaging queues and route documents based on referenced information and knowledge base 
• Identify and indicate correct GL coding for pre-approved invoice documents 
• Coordinate resolution of document issues with vendors, approvers, expense report submitters 
• Attach remittances and other reports to AP checks. Seal and mail or distribute as requested 
• Log into the Customer Service system to provide customer service phone support for a portion of each work day 
• Provide back up support as needed for Accounts Payable Processing Specialists 
• Participate in special projects and provide back up support.
 Lakeshore Staffing (Centura Health)                                                  October 2006 to February 2007
600 17th Street #2325 Denver, CO 80205
Mailroom Clerk:                                                                                                              

•Using the Image Scanner to scan original documents. 
• Checks scan specifications for accuracy and quality requirements.

• Indexing and routing of invoice data entry. 
• Prep documents: removing physical breaks and placing a "barcode target sheet" in place of physical breaks.           
• Review all output images for proper sizing, resolution and overall quality. 
• Back prep: remove all barcode target sheets and replace all physical breaks. 
• Perform routine maintenance on equipment as required.  

•  Maintains levels of productivity and quality based on department standards
• Maintain a facility that is organized and meets tour quality standards at all times. 

Specialty Sports Distribution Center                                                                 January 2006 to October 2006
299 Milwaukee St # 500 Denver, CO 80206
Customer Service Representative:                                                                                                
•Handling inbound calls with enthusiasm, passion for customer service, and positive energy to delight clients who use checking and Visa debit card features on their vendor accounts or bank deposit accounts.

• Timely and efficient identification of various client materials.
•Assessing and resolving client issues at a moment’s notice, helping them navigate sports products and services.  

•Delivering unparalleled value and outstanding service to our clients in order to build and maintain client loyalty.

•Worked as a team player with co-workers at solving any questions customers may have had with their accounts.
Unipath llc,                                                                                                         August 2004 to January 2006
6116 East Warren Avenue Denver, CO 80222
 Medical Courier:                                                                                 
•Drove company vehicle to pick-up, deliver, and properly store specimens and other materials with assigned route or on as needed basis.
Communicates appropriately with clients, coworkers and the general public.
• Ensures all specimens are collected accurately and on time.
• Collected specimens according to established procedures.  
• Package specimens for transport.
•Maintains required records and documentation.

University of Colorado Hospital                                                    September 2001 to July 2004
1693 Quentin Street  Aurora, CO 80045
Medical Records Specialist:  
•Created new patient folder for each patient using patient’s unique hospital number or name, according to established

 department protocol; maintained master patient index; assisted physicians with record completion.
• Delivered and retrieved patient records(hard copy or microfilmed) to emergency room, admission office or medical/surgical 

  Nursing unit.

• Organized and filed loose reports or other medical record documents; copied all medical records as requested.

• Ensured that appropriate consents, subpoena and other medical record forms are complete upon requests for copy of medical

  records, and maintained confidentiality and security of client information per client guidelines.
•Assemble condensed portions of inpatient medical records and maintain them over sixty days in the medical records department.

Maintain correspondence log; performed routine clerical tasks.

SKILLTRAINING: 
Basic knowledge of Windows, Excel, Image now, Word Processing.  IDX programs and 10 key by touch.  Also used Case Pro 
program and Poison Index Substance Identification programs.  Typing 40-45wpm. Forklift, Power jack, Cherry picker certified. 
Also familiar with medical terminology.  Inbound and outbound phone training with good communication skills.  The ability to 
use a personal computer.  Good time management skills. 


	


