 
Norlene Seibert
________________________________________________________________________________________________
11173 W 17th Avenue     Lakewood, Colorado  80215     303-934-9041   Norlene54@aol.com
 
PROFILE   Insurance Secretary , Customer Service and Booking skills including evaluating and analyzing customer’s needs, transcribing of  investigation reports, accounts payable,  data entry, ten key proficiency, excellent computer skills .  Demonstrated hard work ethic, flexibility, and the drive to learn and grow. Multi-tasking, positive upbeat attitude. Detail oriented with strong communication and listening skills.
 
PROFESSIONAL EXPERIENCE
 
Coastal Health and Safety     Orlando,  Fl			               2013 to present
Customer Service Representative – Part Time
Part-time work- at- home project to co-ordinate the booking of events for individuals to represent and demonstrate fire protection equipment to the general public.
Work consists of phone contact to explain events and mailing of certificates to attend dinner and demonstration.  
 
Red Rocks Baptist Church   Morrison, Co.  				2013 to present
Head Lunch Room Cook – Part Time
         Planned and Prepared meals for private student lunch program on a weekly basis. 
         Prepared and cooked food in an attractive and appealing manner with standard portions and presentation
         Ensured food is being handled and stored correctly and served in proper portions.  Kept food stocked during meal periods and prepared food according to standards recipes.
 
Stivers Staffing – Temporary Service Agency  Denver , Co.                           2012-2013
Mailroom
         Handled incoming and returned mail for a large corporation. 
         Position required attention to detail , multitasking, preparing documents for imaging, and other mailroom duties, as required
 
First Data Telecheck  Greenwood Village, Co.				2003-2011
Redeposit Returns Clerk - Data processing
         Executed daily operations of data entry for insufficient funds checks into a RCC program inputting the log number, area number, check type, check number and check amount for redeposit checks and for new checks input routing number and account number of check.
         Input checks in KEA program for redeposit to bank.
         Preparing checks for redeposit by checking in KEA program for checks that are paid or have a stale date of six months or older.
         Kept track of job tasks and time spend on Daily Time Tracker chart in Excel.
 
New Life Family Medicine    Lakewood, Co.				2002-2003
Front Office Receptionist
· Responsibilities included all front office functions including patient relations, appointment scheduling, telephone duties, patient registration, insurance verification, handling medical records, filing, collecting co-pays and cash from patients, getting authorization on credit cards and computer work. 
 
Education:
BA degree from California State University at Los Angeles 
Accounting Classes , Glendale Community College Glendale, Ca.
Pima Medical Institute March 2011 - November 2011 
Career Prep  for front office 
Professional Sequence I including Office Management, Introduction to Insurance and Coding and Business Writing and EHR
Professional Sequence II - Examination Techniques and Clinical Aspects of                                                                                                                                             Coding and Billing
Professional Sequence III - Medical Law and Ethics, Medical Office Laboratory Procedures
Professional Sequence IV - Medical Specialty Procedures and Communication
 

