[bookmark: _GoBack]Madonna Horn
Administrative Assistant Loveland, CO hornnm@comcast.net 303-257-6493
Resourceful, dependable, and confident business office experience in a broad range of business and medical office administration settings. Proven capabilities in effectively managing on-going projects, efficiently coordinating patient and provider schedules, accurately billing multiple insurance companies and patient collections, providing excellent customer service and communication skills in a wide variety of situations.
Authorized to work in the US for any employer
Work Experience

Administrative Assistant
Carbon Valley Eye Care - Dacono, CO
August 2016 to July 2017
Responsible for assisting front office flow, scheduling patients, managing medical insurance, assist eye exam testing, collection of patient receivables, accounting work, assist in contact lenses and glasses for patients.
Administrative Assistant
Dr. Carlson Office - Kirkand, Wa
2013 to 2014
Performed diverse administrative for manager, scheduling patients, filing, answering phones, assisting in ordering contact lenses for patients and inventory, assisting in medical insurances and assist for eye exam testing.
Administrative Assistant and Marketing
Northwest Vision Institute - Kirkland, WA
2010 to 2012
Provided Administrative support scheduling clients, front desk support, assist in Contact lenses such as ordering contact lenses. 
 
Administrative and Professional Skills 
Administrative and Secretarial 
Clerical, A/R and Accounting 
Problem-Solving and Time Management 
Medical Records 
Medical Insurance Billing and Claim Reconciliation 
Patient Billing and Collection 
Computer Skills/Microsoft Office Suite (Word, Excel, Access and Outlook) Quickbooks
