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An experienced professional over 15 years of diverse experience in health care, customer service and office environment.  A detailed-oriented individual who possesses strong analytical skills used in effective decision making.  Excellent communication and interpersonal skills serve as the basis to effectively collaborate and maintain positive relationships with staff.  Energetic individual who is flexible and adaptable to changing organizational needs with an ability to work in a fast paced environment.
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· Organization and time management
· Data entry
· Problem solving
· Customer service
· Proficient in Microsoft Office Suite
· Detailed oriented
· Efficiently multi-tasks
· Diversity awareness



PROFESSIONAL EXPERIENCE
CUSTOMER SERVICE
SkyWest Airlines DIA, Denver, CO
03/2013-05/2013
· Greeted and assisted customers in a prompt, friendly, courteous manner.
· Provided check-in assistance, ticketing changes, re-booking of itineraries passengers
· Boarded/deplaned flights and escort passengers to and from aircraft as needed, 
· Complied with all safety procedures and airline policies
· Maintained knowledge of policies and processes pertaining to law enforcement 

CLOTHING PROCESSOR 
Goodwill Industries of Denver; Denver, CO
11/2012 – 03/2013
· Inspected, evaluates and sorts unprocessed materials.
· Priced merchandize according to pricing standards.
· Record productivity according to established procedures.
· Was responsible for establishing production goals.




PATIENT GREETER/CALL BACK/FOLLOW-UP SCHEDULER	
Invision Sally Jobe Imaging by RIA; Denver, CO
7/2012 – 9/2012
· Provided professional customer service by greeting and checking in patients.
· Assisted patients with other support functions as required.
· Scheduled breast related diagnostic services for patients.
· Maintained strict confidentiality of patient information.
· Attended monthly staff meetings.
· Adhered to HIPAA guidelines and regulations.

DOCUMENT SCANNER	
Source Corp Corporation; Englewood, CO
11/2011 – 6/2012
· Scanned all documents received from Prepping Department according to client specifications.
· Maintained department tracking of clients confidential documents. 
· Implemented and administered records of completed work.
· I was captain for the third shift in the HOV Department.
ACHIEVEMENT: Developed new quality of standards for better quality performance and reliability.
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VOLUNTEER FAMILY ADVOCATE
Lowry Family Center; Denver, CO
9/2011 – 1/2012
· Advocated of families to resolve crises in their communities.
· Planed and conducted programs to combat social problems.
· Provided resources to families or individuals.
· Developed social policies and assisted in community development with families.
· Was responsible for Medicaid and CHP+ related paperwork and record keeping in the center.
ACHIEVEMENT:  Utilized modern teaching methods; such as team learning and building	

PATIENT NAVIGATOR II/FAMILY HEALTH COORDINATOR
MEDICAL SUPPORT SERVICE CLERK
Denver Health and Hospitals; Denver, CO
5/2004 – 6/2011
· Advocated for patients and families to resolve or reduce community barriers. 
· Established and maintained therapeutic rapport with the patients to meet their health care needs.
· Monitored, evaluated and recorded pregnant and pediatric outcomes for consumers and/or families.
· Explained policies, procedures and services to patients using Medicaid insurance benefits.
· Provided program information to the community and providers of the health care industry.
· Filed correspondence, invoices and receipts according to the complex filing system.
ACHIEVEMENT: Established an excellent working relationship with clients/customers.
	

EDUCATION/TRAINING

Community College of Denver
Denver, CO
Inter-Personal Communication
Toastmaster International
Denver, CO
Public Speaking
Colorado University Hospital
Aurora, CO
Patient Navigator Training


