Amanda Hillebrandt
7950 Mulberry Rd - Calhan, CO 80808
719.359.3319                                                                 amanda_hillebrandt@msn.com
Medical Receptionist  ~ Front Desk/Office Assistant
Profile

· Nursing degree in progress and CNA credentialing pending; well-versed in medical terminology and front-desk/practice operations
· Solid experience in office environments, with administrative skills ranging from multi-line phone management and client/customer relations through invoicing, accounts receivable processing and complex records/information systems maintenance

· Excel in prioritizing, coordinating and managing projects/workflow to optimize efficiency and productivity in time-sensitive, multi-task office settings

· Strong communication and interpersonal relation skills; experienced in interfacing with broad populations in customer-focused, service-oriented industries

Education

Nursing Student, National American University; 2011-present 
Medical Assistant Certificate, PIMA Medical Institute; 2011

CNA Certification/Nursing Prerequisites, Pikes Peak Community College; 2010
Career Track

Optician/ Front Desk, Lee Eye Institute-Colorado Springs, CO                                         2012-Present
· Interpreted optical prescriptions written by ophthalmologists and provided knowledge to patients on types of lenses, frames, and coatings to best fit their lifestyle.
· Received and processed lenses made in lab as well as sending processing job to be sent to lab and reading lenses.  
· Checked patients in and scheduled patients for follow up appointments.
· Authorized vision exams through patient’s insurance.
· Entered in demographics, ordered supplies, received frame inventory, and ordered contact lenses.
Sales Associate, Furniture Row-Colorado Springs, CO                                                      2011-2012
· Proficiently manage administrative functions ranging from preparing invoices through maintaining records/files

· Actively consult with customers to identify needs, assist with merchandise selection and process sales transactions

Senior Sales Associate, Army & Air Force Exchange Service (AAFES)-Fort Carson, CO   2008-2011

· Efficiently processed  cash, check and credit transactions as well as product returns and managed inbound phones for military base retail outlet

· Conferred with customers and educated on electronics to drive sales; also managed floor stock
Filing Clerk, Haley Realty 







        2007-2008

· Provided quality administrative support ranging from managing multi-line phone system and processing late payment notices through maintaining comprehensive filing system of records, documentation and bills
Community Involvement
Volunteer, Soup Kitchens and Local Churches

Volunteer/Affiliate, JROTC Program; includes highway cleanup

