Megan Garza
2125 e. 103rd ave.
Thornton, Co 80229

(720)539-3733
Megang817@gmail.com
_____________________

Objective
To obtain a rewarding position as an administrative assistant that utilizes my expertise and challenges my abilities.
Qualifications
· Typing: 45+ wpm

· Strong organizational skills, outstanding problem-solving abilities
· Focused and disciplined with excellent time management skills

· Good interpersonal skills, impeccable office etiquette, top-notch internal and external customer service
· Software: Windows, Microsoft Word, Excel, Power Point, and Outlook
Experience


July 2013 –Present  Resident Manager  CEC Phoenix Center 
· Provide a safe environment for Residents as well as co-workers

· Nightly Head count audits, as well as medication Audits
· Administer urinalysis test as well as breathalyzer test
· Knowledge in Community correction education classes
· Acknowledged by Co-workers for being a team player and learning every aspect of position quickly and efficiently 

May 2012 – March 2013 Clerical Support Specialist IV Denver Health and Hospital Authority 
· Knowledgeable with CPT ICD-9 coding for submitting procedures to Insurance companies
· Skilled in multi-tasking and prioritizing work 
· Medical terminology knowledge
· Medically vetted all patients that have potential to have surgery at Denver Health
· 22 Attending doctors surgery schedules are done by myself

June 2008 – May 2012 Clerical Support Specialist III  Denver Health and Hospital Authority 
· CPR/ Biohazard Certified

· Knowledgeable on several types of insurances
· Money handling skills
· High numbers in registering patients and money collections
· One on one interaction with patients on a daily basis
February2007 – June 2008 Clerical Support Specialist I-II Denver Health and Hospital Authority
· Achieved Denver Health STAR award for maintaining a positive attitude while covering extra shifts due to staffing shortages
· Researched and collected documentation required for NCCHC accreditation survey

· Design and implementation of the new female book-in process
· Responsible for the design and implementation of process to ensure 100% compliance for intake receiving screening standard
· Assist Mental Health providers in scheduling patients
· Maintained all transition unit charts for Mental Health patients
Education/ Credentials
Greeley Masters Commission 



September 2005- June 2006

Horizon High School General Diploma 

August 2001- June 2005
