	Meta Foster 

	

	9451 Welby Road #726 Thornton, Co 80229           MetaFoster@aol.com           303-847-9417

	

	Objective:

	To obtain a position where I can use my years of management and professional experience in an environment to provide optimum customer service and client care.  

	

	Areas of Expertise:

	      Knowledge of HIPPA and OSHA regulations
Medical and dental terminology and transcription
Exceptional front and back office knowledge 
10+ years in a management position 



	Experience

	
Insurance and Office Lead  Comfort Dental Braces Westminster, CO   2011 to 2013
· Perform and oversee all front and back office duties including scheduling, billing, collections, chart resolution, treatment coordination, compiling daily insurance records, data entry, payments and filing insurance claims.
· Software used daily includes but not limited to, Perfectbyte, Orthotrac, ADP for office payroll, Excel, Outlook, Word, Colorado PAR services and several Insurance websites.


	Admissions Representative Westwood College Online Westminster, CO    2007 to 2009

	· Student registration and class preparation via internet and phone for past and present students
· Phone sales to prospective students and parents
· Computer and System program updates and daily usage of scheduling software and data entry

	

	Store Manager  Peels Salon Services Arvada, CO    2006 to 2007

	· Responsible for all functions of a beauty whole sale store
· Managed payroll, scheduling, reports, inventory, maintained clientele books and records
· All staffing requirements including hiring, training, and performance reviews

	

	Store Manager  Trade Secret / Beauty Express Several locations in CO    2004 to 2006

	· Exceeded store sales in two locations, awards won for store growth and salon performance
· Responsible for all functions of a retail store and salon including all Human Resource procedures  

Office Assistant  Arvada West Veterinary Hospital Arvada, CO     2002 to 2004
· Customer service for front office and back office including billing and past due accounts, 
· Computerized client records and scheduling, and vendor interaction.


	

	Education

	
Westwood College
2008 to 2009 Bachelors in Health Care Management

      Elan Institute of Cosmetology  
2006 licensed Esthetician in Colorado
2006 licensed Nail Technician in Colorado




