Simon P. Norman
3927 Penn Ave North
Minneapolis, MN 55412
(612)600-3609

  Snorman98@yahoo.com   
Objective
                                        Experienced professional looking to secure a position with a company
 That is fast paced and has opportunities for growth.
Professional Experience
THD At-Home Services          







                2010 - Previous
Project Coordinator                                                                                                                                               
· Excellent Customer service skills while being able to simultaneously deal with customers, vendors and crews.
· Receiving deposits and final payment from start of sale to closing of Project. And fallowing the collection process if Applicable.
· Opening and entering Service Issues into LMS and insuring issues are resolved in a timely manner.
· Excellent attention to detail while adapting to changes and challenges throughout daily work.

· Great Communication Skills.

· Making files for each customer and insuring all required paper work is in file before filing.
Kelly Services                   








        2006 - 2010 
Worked on various projects







                      
· Reviewed provider file's to insure that all information is accurate and pulled files for Audits.
· Worked closely with providers and client's to insure that all information given applied to company policies and procedures.

· Requested personal information in a timely manner, with Integrity.

· Good Interpersonal skills with a strong sense of urgency and problem solving skills.  

· Commitment to meeting daily, weekly and monthly deadlines.

· Proven ability to manage several projects simultaneously with excellent attention to detail.
·   Excellent data entry and written communication skills.    

American Chiropractic Network Inc.      






          2001-2006                             

Re-Credentialing Coordinator                                          

· Conduct standards of work flow, and provide quality maintaining predetermined turn-around times.                       

· Establish policies and procedures for Credentialing and Risk Management.                                                       

· Research data entry, verify and call back providers in order to support the recruitment process.                                       

· Excellent Customer Service.                                             

· Administer policies and procedures for various health plans and verifying License’s to Practice.
United Health Group   








                       2000 - 2001                                                

Recruitment Operations Human Resource                        

·  Assisted management in personal data, entering new hires information into e-hire database.                                 

·  Provide recruitment information on prospective employees for Employment.                                                       

·  Worked on payroll, maintaining confidential files of all Employees.                                                        

·  Handled phone calls from employees with payroll discrepancies.

·  Excellent Data Entry Proficiency and Customer Service.            
Professional References
Trevor Fiore              Sales Consultant           (612)385-5490
Stewart Hanson        Sales Consultant           (952)270-6178
Stacy Schneider        Project Supervisor       (612)770-2615
Latoya Mitchell         Legal Secretary             (612)348-8654
Ron Berscheid           Sales Consultant           (651)269-6887
Bob Shackelford       Sales Consultant           (651)452-2323
