HEATHER R NICHOLS
9471 166th Street
Muscatine, IA 52761
(563) 263-0526 (Home)
(563) 506-2955 (Cell)
heathernichols1@iowatelecom.net
Professional Summary
I have several years of experience in the clerical/medical field. Most recently, I have been working as a part-time Billing/Shipping Clerk at Menasha Packaging from July 2013 to present. My skills and experiences include: Secretarial Skills, Medical Terminology, Customer Service, proficient with Microsoft Office programs. I have taken various college courses geared towards Office Administration and Accounting. I hold a High School Diploma from Louisa-Muscatine High School.
Computer Skills

Data-Entry, Invoicing, Inventory Maintenance, Scheduling, Typing Speed 80Wpm, Microsoft Office 2010, Secretarial Skills, Medical Terminology, Mathematics, Shipping, Billing, Customer Service, Phone Systems, General Office.

Professional Experience
	
Billing/Shipping Clerk
	July 2013 to Present

	Menasha Packaging, Muscatine, IA

	Prepared orders for shipment following order tickets, purchase orders and pick lists. Generated appropriate shipping documents, including packing lists and bills of lading. Maintained inventory of shipping materials and supplies. Prepared and maintained computer records. Used office suite software such as Word, Excel and Outlook. Operated printers, copy machines and fax machines. Adhered to and created standard operating procedures. Applied basic math. Electronic Data Interchange EDI systems.



	Daycare Provider
	Apr. 2012 to July 2013

	Lil' Blessings Daycare, Muscatine, IA

	Certified for child care. Cared for children while their guardians were elsewhere. Provided a safe, healthy environment for a child's development. Read to children and with children. Helped young children learn basic self-care habits such as washing, dressing, good eating habits, tidying up and toilet training. Kept calm and alert during stressful situations.



	Accounting Clerk
	Feb. 2013 to Apr. 2013

	Schumacher Company, Muscatine, IA

	Collected invoices. Assembled supporting information for payment processing. Prepared invoices for data entry using appropriate codes. Verified accuracy of billing data and corrected any errors. Proficient in Excel, Word and e-mail.



	Finance Clerk
	Aug. 2011 to Feb. 2012

	MECCA Services, Iowa City, IA

	Coordinated communication between patients, family members, medical staff, administrative staff, regulatory agencies and insurance providers. Obtained patient demographic and insurance information at registration. Verified patients' health insurance coverage. Provided financial screening and counseling for funding options. Developed informational materials for patients and medical staff. Provided compassionate and responsive care to patients and their families. Determined patient charity eligibility. Performed various customer service duties.



	Outpatient Secretary
	Nov. 2010 to Aug. 2011

	MECCA Services, Iowa City, IA

	Drafted correspondence. Operated fax machines, copiers, phone systems and computers. Scheduled appointments. Organized and maintained files. Answered phones and assisted callers. Sent out mail with all needed information and attachments. Completed forms in accordance with company procedures. Managed calendar. Used computers for spreadsheets, word processing and database management.


Education
1997 Louisa-Muscatine High School, Iowa
High School Diploma

