JERILYN SOTO

230 REED STREET

LAKEWOOD, CO 80226

   303-374-4892 or 720-338-4259 MSG
CAREER OBJECTIVE: Looking for a Permanent Entry Level position to help build on my skill and knowledge in the Administrative or Medical Field. 

Skills:

Basic computer programs-Micro-soft, Word, Excel, and some Quickbooks.

Alpha/Num  35 wpm. Data Entry 10+ years
Medical Billing/ Data Entry-4 years

Accounting Support-1+

Sales Office Support1+

Order Entry/Invoicing

Receptionist/Customer Service-2years

Reconciliation

UPS Worldwide

General Office Machines

Dependable

Drug Free

EMPLOYMENT HISTORY

AMERIPATH                                                                                                       06/2002-07/2006

6750 W 52nd Avenue                                                                                             Supervisor-Brenda Osborne

Arvada, CO 80002                                                                                                 720-898-3300

MEDICAL DATA ENTRY CLERK-Entered patient demographics and insurance into system.

QA Errors and recorded onto excel spreadsheet.

Reason for Leaving- Took care of Terminally ill family member.  Needed to take some time off after her passing.

(Stayed home with children, work some Temp. and Pt Jobs since then.)

DTR TECHNOLOGIES, INC.                                                                           07/1997-01/2001
2525 W. 6th AVENUE                                                                                           Supervisor-Bill Bobby

DENVER, CO 80204                                                                                            Company Closed

                                                                                                                                 (SEE BILL PARKER IN REFERENCES)

DATA ENTRY CLERK-Entered Warranty information into the system.

Reconciled reports.

Reason for leaving- Gave 30 day notice, To stay home with new baby.

MONFORT SWIFT                                                                                               07/1996-02/19974

415 YUMA STREET                                                                                               Supervisor-Marni Vonesh or Bob Rucker Office Mgr.

DENVER, CO 80204                                                                                              303-825-5311

RECEPTIONIST-Customer Service/Phones, Sales Support-Order Entry, Invoicing and General Office duties.
Reason for leaving-Laid-Off  w/ letter of recommendation.

MODEL HOME FURNITURE                                                                             03/1994-09/1995

3265 S. WADSWORTH                                                                                           Supervisor-Ginny McIntosh

LAKEWOOD, CO                                                                                                     Store went out of business

                                                                                                                                    (SEE SANDRA WRIGHT IN REFERENCES)

GENERAL OFFICE CLERK-Sales Office Support-Data Entry, Sales Invoices, Credits, Inventory, Print Month End reports and deposits.

Reason for leaving-Store Closing

EDUCATION

EMILY GRIFFITH                                                    GED                                      6/1988

REFERENCES

BILL PARKER                                                   DTR OWNER                             303-989-3134

CASSEY SOLLNER                                          OFFICE MGR.                            303-303-503-8299 OR

                                                                                                                                  cassandra_sollner@yahoo.com
BARB HOSICK                                     MEDICAL OFFICE MGR.                     303-996-6005 AM

PERSONAL REFERENCES                                                                                                                              YEARS

GINA TARIN                                                    FRIEND                                         720-318-6617                       30     

CINDY KISHELL                                            FRIEND
                                      303-847-1454                       30

SANDRA WRIGHT                                         COWORKER                                 303-933-1947                      15

KRISTEN NOLAN                                          EMPLOYER                                   303-880-7575                        2

