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Objective
Seeking a challenging career with a well-established company, that will utilize my talents and skills.
Relevant Skills
· Reliable, Quick Learner, Organized, Team Player
· Strong computer skills, Microsoft Office (Word, Excel, Access, PowerPoint, Outlook)

· Typing speed: 65 WPM or more

· Medical terminology, Anatomy and Physiology, Accounting, Business Administration
Work eXPERIENCE
OR Scheduler / Certified Nursing Assistant



         November 2009-Present

North Colorado Medical Center

Greeley, CO

· Schedule patients for inpatient & outpatient surgery, pre-operative testing, and endoscopy

· Utilize fax/copy machine and answer multiple line phones
· Print patient labels, armbands, and face sheets
· Utilize Excel, Word, Outlook, MedSeries 4, Surginet, and Cerner Millennium

· Communicate with Doctors, Nurses, Co-Workers, and Managers on a daily basis
Certified Nursing Assistant





     July 2008-November 2009
Centre Avenue Health and Rehab

Fort Collins, CO
· Provide care and rehab for elderly residents 
· Document activities of daily living

· Round on residents every two hours or more if needed
Receptionist / Assistant Community Manager



         February 2007-July2008
Colorado Association Services


Fort Collins, CO
· Greet customers as they entered the business

· Organize a filing system and help with any miscellaneous projects around the office
· In charge of sending out welcome packets to new homeowners 
· Answer calls and transfer to the appropriate community manager

· Scan checks for deposit and utilize fax/copy machine
· Opening and distributing all incoming mail

· Entering accounts payables into the system when received to be paid at a later time

Education

Institute of Business and Medical Careers


               February 2011-October2013
Associates of Business Administration and Accounting
· Externship – North Colorado Medical Center – Central Scheduling
