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Lafayette, CO 80026
patriciawest877_hrn@indeedemail.com - (720) 244-8695
WORK EXPERIENCE
Administrative Assistant/Receptionist
Internal Medicine Associates - Lafayette, CO -
2002 - 2018
2002 - 2018
Performed administrative tasks in support of daily office operations, including: identifying and coordinating prompt response to high priority patient issues, troubleshooting and scheduling of service for office equipment, ordered, distributed and maintained inventory of office supplies. 
Provided direct administrative support to medical professionals through the managing and scheduling of patient appointments and doctors' calendars.
Generated, processed, maintained and verified accuracy of medical records.
Served as primary customer service contact for patients, as well as other medical offices. Responsible for checking in and scheduling patients.
Performed general clerical duties such as: copying, filing, faxing and sorting of office mail.
Handled the financial needs of the office, including: accepting patient copays, reconciling and balancing of petty cash.
Displayed ability to work well under stress from deadlines, public contact and changing priorities and conditions.
EDUCATION
BA in Psychology
University of Northern Colorado - Greeley, CO
1985 - 1986
Benedictine College - Atchison, KS
1982 - 1984
