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Objectives
I am an energetic, creative and down to earth kind of person.  I am very excited to work in an area where I have the ability to multi-task.  I like being busy at all times, so I find things to occupy my time.  I am very willing to learn/try new things, and adapt well to change.  I am very well oriented with modern technology and love it!  
Education
January 2011 to Current | Globe University | La Crosse, WI
· Information Technology Associates Degree 
Skills
· Microsoft Office Suite 2003/2007 (Word, Excel, PowerPoint, Publisher, and Visio)
· Outlook Express 2003/2007 (E-mail, Calendars, Scheduling Meetings)
· Adobe Master Collection CS4 (Photoshop, Dreamweaver, Illustrator, etc.)
· Typing (68 WPM)
· Customer Service Skills (AIDET Training, AIDET PEARLS Training and Crucial Conversations)
 Experience
April 2011 to Current | Mayo Clinic - Franciscan Healthcare | Sparta, WI
310 West Main St., Sparta, WI  54656 – (800) 362-5454
Family Medicine/Emergency Departments – (Pool) – Medical Receptionist 
· I work with an incoming multi-line phone system to assist patients with scheduling appointments, taking messages for medical staff, taking patient payments, posting payments to patients accounts, assisting nursing staff by calling different codes for emergencies, all while adhering to numerous policies and procedures related to the medical world.  I also deal with the in room registration of patients, loading multiple different health insurances and a great deal with customer service.

April 2011 to July 2012 | Authenticom, Inc. | La Crosse, WI
400 Main Street 3rd Fl, La Crosse, WI  54601 – (608) 796-1167
Production Department – (Fulltime) – Client Services Representative Tier 2 
·  (
1
)I worked with an incoming multi-line phone system where I had the ability to assist my clients with Data Enhancement Solutions for the Automotive Industry.  I handled all of the setup and managed all of the data extraction from multiple Dealer Management Systems, for over 2,000 automotive dealerships.  I managed all of the day-to-day issues related to polling and used numerous technical troubleshooting skills to resolve these issues.

May 2009 to April 2011 | Mayo Clinic - Franciscan Healthcare| La Crosse, WI
700 West Ave. S., La Crosse, WI  54601 – (800) 362-5454
Emergency Urgent Care Center – (Fulltime) – Patient Registration Clerk 
· I worked in the Emergency Urgent Care Center registering patients on a work station on wheels (WOW).  When a patient was roomed would then go into the room and complete the registration bedside.  I dealt with loading multiple insurances and dealt a great amount with customer service.



Dec. 2008 to May 2009 | Mayo Clinic - Franciscan Healthcare| Sparta, WI
310 West Main St., Sparta, WI  54656 – (800) 362-5454
Family Medicine/Emergency Departments – (Pool) – Medical Receptionist 
· I worked with an incoming multi-line phone system to assist patients with scheduling appointments, questions and I also dealt with taking payments, posting payments to accounts, and running charts.

Sept. 2007 to Jan. 2009 | Mayo Clinic - Franciscan Healthcare | La Crosse, WI
700 West Ave. S., La Crosse, WI  54601 – (800) 362-5454
Human Resources Department – (Fulltime) – Reception/Office Assistant 
· I worked on numerous special department projects; and dealt with taking all the incoming calls to the Human Resources Department.  I took all of the messages and schedule appointments on the Human Resources Staff’s calendars if they were unavailable.  I drafted letters and completed many merge mailings for various correspondence sent out by the Human Resources Department.  I tracked all of the registrations for the Employee Extra-Curricular Events offered, as well as manage the movie tickets.  I helped with the development of the online Tuition Assistance Application and handled the Tuition Assistance Program, which included taking all the applications, and sending out approval or denial letters.  Then I dealt with collecting all the transcripts after classes were finished and processed the checks for payment.  I assisted employees with understanding Human Resources policies and procedures on a daily basis.  I handled all the bereavement’s by receiving the forms, processing the bereavement checks, scheduling flowers to be sent out, memorial books to be made, and processed sympathy cards for the employees.  I was basically the Information Desk for Human Resources.

March 2006 to March 2008 | Tomah Memorial Hospital | Tomah, WI
321 Butts Ave., Tomah, WI  54660 – (608) 372-2181
Admissions Department – (Fulltime and Pool) – Admission Representative 
· I worked with an incoming multi line phone system.  I use computers for daily registration needs and for taking payments.  I pull charts from medical records for the ER.  I greet patients and families as they enter into the hospital and help them with directions.

Nov. 2006 to Sept. 2007 | Mayo Clinic - Franciscan Healthcare| La Crosse, WI
700 West Ave. S., La Crosse, WI  54601 – (800) 362-5454
Orthopedics Department – (Fulltime) – Medical Receptionist 
· I worked with an incoming multi-line phone system to assist patients with scheduling appointments, questions and I also dealt with taking payments, posting payments to accounts, and running charts..
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Jan. 2006 to April 2006 | Mayo Clinic - Franciscan Healthcare| Tomah, WI
325 Butts Ave., Tomah, WI  54660 – (800) 362-5454
Family Medicine Department – (Pool) – Medical Receptionist 
· I worked, pool while one of their employees was on family medical leave, with an incoming multi-line phone system to assist patients with scheduling appointments, questions and I also dealt with taking payments, posting payments to accounts, and running charts.

May 2003 to Nov. 2006 | Mayo Clinic - Franciscan Healthcare| Sparta, WI
310 West Main St., Sparta, WI  54656 – (800) 362-5454
Family Medicine/Emergency Departments – (Pool) – Medical Receptionist 
· I worked with an incoming multi-line phone system to assist patients with scheduling appointments, questions and I also dealt with taking payments, posting payments to accounts, and running charts.

July 2005 to Sept. 2005 | Como Town at Como Zoo | Saint Paul, MN
1255 Kaufman Dr. N., Saint Paul, MN  55103 – (651) 487-2121
Amusement Park – (Summer Position) – Ride Associate 
· I worked as a ride operator for many of the rides.  I answered phones and assisted numerous guests so they enjoyed their visit to the Zoo.

Oct. 2004 to July 2005 | Camp Snoopy – Mall of America | Minneapolis, MN
5000 Center Ct., Minneapolis, MN  55425 – (952) 883-8810
Amusement Park – (Fulltime) – Ride Associate 
· I worked as a ride operator for many of the rides.  I answered phones and assisted numerous guests so they enjoyed their visit to the park.

Jan. 2002 to May 2003 | Sparta Free Library | Sparta, WI
124 West Main St., Sparta, WI  54656 – (608) 269-2010
Adult/Children’s Sections – (Part-time) – High School Aide 
· I worked with shelving books, checking in and out books, and a lot with computer.  I answered phones and processed payments for past due fees.
Community Activities
I was a volunteer co-leader for a Cadette Girl Scout Troop in Sparta, Wisconsin, for the last 8 years.  
References
· Jane Rudert | 700 West Ave S., La Crosse, WI  54601| (612) 600-9102
· Sherry Schmitz  | 310 West Main Street, Sparta, WI 54656 | (608) 269-2132
· Nancy Collister  | 5516 Mormon Coulee Rd. Apt. 405, La Crosse, WI  54601 | (608) 385-8780
· Letters of Reference Furnished Upon Request
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