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Profile
Customer service oriented, self-motivated worker looking for full time position in the office administrative field in either a medical or business atmosphere.     

Experience
Front Desk Receptionist/Medical Records, Omni Eye Specialists/Spivack Vision Center; Centennial, CO October 2008- May 2013
Responsible for checking patients in and out of clinic and scheduling any follow up appointments. Duties included, scheduling appointments with outside specialists, answering phones, handling money for bills and copays, and communicating with clinic and surgery patients. Additional duties include ordering office supplies, sending marketing information to surgery patients, verifying insurance, filing charts, responding to records requests, scanning charts into electronic record system, organizing the storage facilities, and training new employees, and communicating with various departments between two locations in company. 

Office Manager, Urban Eyes Vision Care; Denver, Colorado- July 2007-Sept. 2008
Responsible for running the entire office. Duties include answering phones, scheduling appointments and preparing bills. In charge of checking patients in and out, running visual field tests on patients, dispensing, adjusting, repairing and selling glasses as well as ordering contacts and office supplies. 

Eyewear Consultant, Lens Crafters; Lakewood, Colorado — 2006-2007
Responsible for helping fit customers in new eyewear and prescription lenses.  Duties include dispensing, adjusting, and repairing glasses for customers.   Required to interpret prescriptions to fit the customers lens and frame needs.  Responsible for answering phones and entering orders into the computer.  

Education

Metropolitan State University of Denver- Teacher Licensing Program-current
University of Colorado at Denver — Bachelor of Arts in History-2006
Brigham Young University Idaho - Associate in General Studies- 2003

Skills
Proficient in Microsoft Word, Excel, Outlook and PowerPoint as well as QuickBooks Pro.  Expert in multi-tasking and completing several jobs in a timely manner.  Outstanding customer service skills with the ability to resolve customer complaints.  Master of organizational and communication skills.  Able to work well with others.  Quick learner able to accomplish tasks in a stressful environment.  Can use phone, fax, and multiple computer programs.
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