Kimberly K. Reeves

1560 Sherman Street

Denver, CO 80203
931.287.7174 Cell #

kimr2911@gmail.com
Special Skills

WORD PROCESSING: MS WORD, WORKS
TYPING SPEED: 65-70 WPM

SPREADSHEETS: EXCEL

ACCOUNTING: PEACHTREE ACCOUNTING, QUICKEN

MEDICAL SOFTWARE:  GSR, ENVOY, ALTEER, MISYS TIGER, E-CLINICAL WORKS, MEDITECH

FUNDRAISING SOFTWARE: DONOR PERFECT

OTHER: MS OUTLOOK, WRITING/EDITING SKILLS, 10-KEY, DATA ENTRY, GENERAL OFFICE SKILLS
Experience

03/2008- 07/2012   MEDICAL OFFICE CLERK: Cumberland Medical Center.  Crossville, TN
Duties: answer multi-line phones, scheduling and confirming appointments, greeting patients, faxing/filing/general office duties, patient registration, registering of pap smears and other labs into hospital database, phone triage, processing of medical record requests and releases, schedule referral appointments to high risk specialists, track new OB patients and report to TennCare, close out practice by notifying patients and sending out medical records, verify insurance eligibility for commercial insurance and Medicaid patients, collect co-pays/balance dues

01/2006-02/2008     MEDICAL RECEPTIONIST: Falany & Hulse Women’s Center. Ellijay, GA



      Duties:  answer multi-line phones, scheduling and confirming 
appointments for four providers, phone triage, faxing/filing and other      general office duties, data entry of new patient registration information, greet patients, post charges and payments, verification of insurance benefits 

03/2005-10/2005    MEDICAL RECEPTIONIST: Alpharetta Internal Medicine. Alpharetta, GA
Duties: answer multi-line phones for seven providers, route faxes and documents, send email messages to nurses, schedule and confirm appointments, phone triage,  sort and scan mail, perform notary duties for practice, data entry of new patient registration information

08/2003-02/2005   ADMINISTRATIVE ASSISTANT: The Hill Group Inc. Dawsonville, GA
Duties: answering phones for consulting company, drafting letters and reports, preparation of mailings, proofreading/editing/writing/distribution for Southern Festival newspaper, filing, faxing, data entry, maintaining inventory of office supplies and ordering these, acts as Personal Assistant to President and Vice President, sorts and distributes incoming mail, runs errands as needed, draft checks for company and personal expenses of President and Vice President

Education

01/1994-06/1995   GAINESVILLE COLLEGE: Gainesville, GA



     Concentration: Social Work  Minor: Psychology
08/1989-05/1993   COOSA HIGH SCHOOL: Rome, GA



     National Honor Society Graduate
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