Marcilette T. Herrera
3797 East 116TH Avenue							              303.960.7425
Thornton, Colorado 80233						            truchelle@yahoo.com 

Objective

To obtain a challenging position requiring a professional individual in a department that values self-motivation, flexibility, team work and offers long term career potential. I am seeking a position that will allow me to utilize my enthusiastic, persuasive and energetic personality.


Skills

· 
· Patient charting 
· Filing
· Patient processing 
· Telephone skills 
· Scheduling 
· Assisting others when needed
· Skilled at building relationships 
· Medical terminology 
· Excellent oral and written communication 
· Sales 
· Maintain inventory 
· Explaining procedures and information 
· Proficient in Microsoft office
· Organized 
· LOVE to SMILE 
· Honest
· Reliable



Work History

Personal Assistant								        01/1995-11/2011
Affordable Painting & Decorating 						       Denver, Colorado
· Payroll
· Ordered Supplies

Assistant Manager –Sales				   			        11/1997-06-2007
Rita’s Boutique								      Boulder, Colorado
· Supervised a number of employees
· Customer Service


Education

Nursing-A.A.S								        
Front Range Community College 					          Westminster, Colorado												
HS Diploma									                 Completed
Horizon High School								    Thornton, Colorado								      									      

