Brandy D. McCormick

422 Kennedy Place, Apt 201
Lowell, AR 72745

 (C) 479-340-4898
brandymccormick01@yahoo.com
CLERICAL RESUME

Objective:
To apply my skills in an entry-level position with an established organization to improve the organization’s profitability and efficiency in patient care.

Skills:

Office Programs:

· Microsoft Office 2003 (Word, Excel, Power Point); Microsoft Office 2007 (Word, Excel, Power Point, Access, Outlook); Microsoft Office 2013 (Word, Excel, Power Point) Microsoft Works; Linux; HTML; WordPerfect; Ethernet; Adobe; Quicken; Clientware; 10-Key; Filing; Multi-line phones; Medical Billing; Insurance claims; other general office duties
Applications:


· Order Entry; Inventory; Billing; Retailing; Loss Prevention; Shipping/Receiving; Flow Charts, Purchase Orders
Systems:

· Windows XP and 8
Experience:
Tahlequah City Hospital

PRN Clerical Pool (to include Radiology Receptionist & Pre-Registration) 
Nurse Aid in Inpatient Rehab and Behavioral Health

 Feb. 2012 to Sept. 2013
· Patient procedure scheduling, phone duties, patient relations
· Shipping and Receiving of hospital supplies, distribution of supplies, Purchase Order management, inventory of hospital supplies
· Insurance authorization and certification for patient procedures
· General patient care as Nurse Aid
Haynes Limited



Intern/CADD Support/Assistant to Architects

Jan. ’08 to March ‘08

· Scanning and Printing of floor plans; Landscape Plans; Retail Plans; PDF’s; Running general errands; Assisting Builders and Clients; Assisting Material Vendors

· Filing and other general office duties

· (Letter of Recommendation)
Rausch Coleman Land Development


CADD Operator and Office Manager


June ’06 to Oct. ‘06

· Submittals; Permits; Landscape Projects; Residential Subdivision Projects

· General office duties

Northwest AR Behavior Therapy Clinic

Receptionist/Behavior Attention Therapy Teacher






Mar. ’05 to Aug. ‘05

· Patient scheduling; insurance claims; Medicaid claims; filing; answering phones; new patient intakes; therapy sessions with children



Cato Corporation








2nd Assistant Manager




Feb. ’04 to Mar. ‘05

· Customer service; inventory; shipping/receiving; markdowns; layaways; employee schedules; bank deposits; opening/closing; floor layouts

Education:
Indian Capital Technology Center


April 2012 to June 2012



Pursuing my RN Degree



C.N.A courses completed

Northwest Arkansas Comm. College


Jan. ’04 to May 2008


Pursuing A.A.S in Architecture and Landscape Design



Bentonville High School



Graduated 1999

Student Volunteer in the Counselor’s Office for 2 years (general clerical work)

Interests:
horseback riding; reading; poetry; Egyptian history; family; yoga

Personal and Business References available upon request.

