Rhonda Klatt
260 Cortez Street

Denver, CO  80221

720-560-4593
Objective

To obtain a position as a Medical Administrative Assistant where I can utilize my training and continue to learn in a team environment.
Skills

· Scheduling

· Collections

· Problem solving skills

· Multi-line phones

· Great communication

· Medical terminology

· Filing

· ICD-9/CPT coding

· Claim forms

· Medical records management

· Data entry skills

· Patient reception

· Insurance verification

· CPR certified
· OSHA/HIPAA certification
Relevant Experience
Dr. Anderson



  Denver, CO

      August 2010-October 2010
Medical Administrative Assistant
· Responsibilities included telephone triage, appointment scheduling, medical terminology, filing, workman’s comp claims, co-pays, patient reception, medical records management, and computer skills
Employment History

Sportsman’s Warehouse

 Thornton, CO
    March 2005-December 2009

Cashier

Dunbar Armored 
                        Aurora, CO

     November 2000-April 2005

Vault Cashier

Education

Pima Medical Institute 

  Denver, CO


        2010
Medical Administrative Assistant 

Mapleton High School

  Denver, CO


        1984
Diploma

