	Lorrie Fountain
	9127 W. 101st Ave.

Westminster, CO 80021
	Phone – 303.619.7482

E-mail – Lorrie.Fountain@gmail.com


Objective

I am looking for a part time position which will allow me to apply my skills in customer service and communication while utilizing my in-depth knowledge of general business practices and computer expertise. 

Skills/Attributes
· Exceptional communication and customer service skills

· Excellent focus and attention to detail, self-motivated and a self-starter
· Proficient in Microsoft Office programs (Word, Excel, PowerPoint and Publisher)
· In-depth expertise in Microsoft Windows and general computing

· Ten-key by touch and excellent typing skills
Employment History
2007– 2013
Access Specialist


Kaiser Permanente

East Denver Medical Office

Englewood Medical Office,

OB/GYN Sub-specialties at Franklin, Midtown and Skyline Medical Offices
Responsibilities included: Customer service for patients seeking assistance, communicating and providing customer service for internal customers such as doctors, managers and administrators, gathering scheduling information from 75 doctors monthly in order to write and maintain work schedules for five medical offices, negotiating vacation schedules with department chiefs and managers for all providers, uploading monthly templates into the proprietary appointment software program (Epic system) for all 75 providers, edit templates, track schedule/template changes, book appointments, schedule team meetings.
2001 – 2007
Administrative Assistant/Access Specialist


Kaiser Permanente
Westminster Medical Office
Responsibilities in the role of Administrative Assistant included: supporting the medical office administrator, greeting patients and resolving issues, creation and maintenance of all primary care physician bios for the KP website, conference room booking, computer support/training, creating and producing reports for internal and regional departments, daily job postings, physician/member linking, catering events and special projects as assigned.

Responsibilities in the role of Access Specialist included: writing monthly provider schedules for adult primary care departments, uploading monthly/yearly templates into the proprietary appointment software program (Epic system), making schedule/template changes, recording/tracking provider vacation requests, coordinating float staff, collaborating with managers and chiefs in creating/editing templates.

1999 – 2000
Consultant – Management Support 



T & R Graphic Imaging, Denver, CO

Adviser to the Owner and Management team regarding production issues, efficiencies, workflow and procedures. Created and wrote procedures for the company training manual. Worked with the Marketing Department to create a database and to promote the company’s services. Provided the sales staff with training regarding qualifying techniques, lead generation, and proposal preparation.

1997 – 1999
Freelance Production Manager

Various Publishers and Catalogers - Denver and Longmont, CO

Tenures at Concepts Direct, producing 5 different ongoing catalogs and Leman Publications, producing 4 monthly publications. Based on an extensive background in the industry, I successfully took over production of various projects without any technical training. Responsibilities included all phases of production from concept to printed product. Additional responsibilities included the creation and implementation of production procedures to enhance workflow efficiencies, negotiation of vendor schedules and contracts, and managing graphic artists and production staffs.

Education

Graduate, Master of Arts Degree - California State University, Northridge - Music Major

Graduate, Bachelor of Arts Degree - California State University, Northridge - Music Major

