Betty O’Donoghue
15938 E Kepner Dr Aurora, CO 80017 – Home 303-369-6016 Cell 303-648-1669 - patandbettyo@hotmal.com
Objective
To contribute to the overall success of an aggressive growth-oriented company .
Experience
Healthcare Corporation of America – 4850  Geneva St Denver, CO		January 2013 – Present
Technician II
	
· Indexes each medical record documents into the HPF system .
· Verifies that images are correct and legible 
· Ensures that each scanned document is associated to the appropriate patient.
· Ensures that each scanned document is associated to the appropriate patient account.
· Ensures that each scanned document is associated to the appropriate document types.

Pitney Bowes Contractor at CenturyLink -  5325 Zuni Street  Denver, CO		12/2009 – 1/2013
Records Tech Specialist
· Receive requisitions from the Human Resource Department and input files into electronic filing system.
· Research in system for records order boxes from Iron Mountain pull records and forward them onto the requestor.
· Quality check- active records on the shelf for any misfiled records and applied corrective actions.
· Scan, fax, copy and deliver records.
· Answer incoming calls to the department.
· Current member of a Federal Communication Commission project to notify low income customers of low pricing for phone service.
· Processed incoming records, categorize and scan records and upload to document share program.
· Track records for the Legal Department and put on legal hold.

Thomson Reuters Healthcare  -  6200 S. Syracuse Way, Greenwood Village, CO	   04/00 – 01/09
(Formerly: Micromedex, Thomson Micromedex, and Thomson Healthcare now known as Truven Health)
Administrative Assistant
· Provided administrative support for 3 department managers and departments. 
· Oversee office equipment maintenance. 
· Converted file tracking system from old to new system and maintained new filing system.
· Improve tracking system, which resulted in few lost files.  
· Filled in for Receptionist.  
· Picked up mail, sorted it by accounts that the co-workers supported and recycled junk mail.

Ponderosa Family Physicians  -  14991 E. Hampden Ave,  Aurora, CO 	10/95 – 1/00   
Medical Records Clerk
·  Assist doctors by having charts pulled and ready to go before the next business day.
· Archived old patient charts and transported them to an off-site storage area.
· Searched for paper work and charts. 
· Copied charts in accordance with HIPPA requests.
· Metered mail and maintained office supplies.


Education
Aurora Central High School  -  Graduated 1976                                                                                                                                    T.H. Pickens

Software Skills
Micromedex Proprietary Software
Key Touch 40 WPM
Microsoft Office
PeopleSoft/Sabrix
SAP

References
Available upon request
