
	 “Rebekah is a hardworking and dedicated individual, and is also a wonderful addition to any position/job. It has been a real pleasure to work with Rebekah.”
Jeanne Levinson, A/P Processor, CEXP
“I found Rebekah to be a hardworking intelligent individual. Who was a quick study! Training time was minimal. And a real pleasure to work with.”

Kristen Needham, GPDM Coordinator, Staples, Inc.

Computer Skills:
MS Office Suite, including Word, Excel, PowerPoint, Access, Outlook, Oracle; AS400; Kronos; InVision/ISIS; DOS Based Programs; Windows XP and Windows 7, etc.
	Rebekah Shelton
3102 W 10th Avenue Place ( Broomfield, CO 80020 ( 303.834.5296 ( sheltonr@ymail.com
Targeting Available Opportunities

	
	Accountable future employee seeking a position where I can gain more knowledge. Highly organized, efficient and skilled in a variety of office support tasks, including:
· Data Entry
· Records & Database Management
· Medical Assistant
· Telephone & Front Office Reception
· Spreadsheets & Reports
· Customer Service/Caregiver
· Scheduling Patients
· Filing & Data Entry (55 WPM)
Experience
Gastroenterology of the Rockies — Louisville, CO — Medical Office

Medical Assistant/Scheduler, 9/2012 – 10/2012

Answering multi-lined phones, scheduling of patients, handling voice mail call backs, and working with recalls; Explained procedures and steps to be taken for procedure days; Worked on Recall letters, reminding patients of upcoming appointments, and the need to do a follow up appointment; Worked special projects.

Results:

· Patients were pleased to work alongside me as I described the procedure and helped them prepare for everything.
· Handled projects and daily work with a positive attitude. 

· Worked with a small team of Medical Assistants.
High Street Clinic — Denver, CO — Medical Clinic 

Medical Assistant, 6/2012 – 7/2012

Roomed and prepped patients for exams; Front Office, including answering multi-lined phones, scheduling of patients, handling voice mail call backs, locating records for patients requests, etc.; Worked in the filing room, organizing patients charts; Worked special projects.

Results:

· Was well known for good quality work with patients, with a caring and loving attitude 

· Handled projects and daily work with a positive attitude, arriving early to open up the clinic on a daily basis. 

· Worked alongside Office Manager, receiving many compliments for my work and skills and contribution to the office.

Staples, Inc. — Broomfield, CO — Office Supply Company – Corporate Office
Global Product Data Manager (GPDM) Coordinator, 3/2007 to 10/2011
Maintain Items, including general maintenance and pricing, on a daily basis; Pulled and analyzed daily reports and queries for fellow co-workers and Management; Created Access 2003 Database that assists all team members within the GPDM Team; Prepare reports, spreadsheets and presentations.
Results:
· Earned “excellent” ratings on annual reviews for the past five years. Recognized for high-quality work, organizational strengths 
and exceptional customer service delivery.
· Praised by supervisor for excellent performance.
· Became GPDM’s primary creator of Access 2003 Databases and 
the main troubleshooter of Database issues.
· Excelled within deadline-intensive environment, ensuring the accurate and on-time completion of all projects.
Aegis Staffing — Boulder, CO — Professional Temp Services Agency
Accounts Payable/Data Entry Clerk  12/2006 to 3/2007
Handled temporary assignments for Accounts Payable; Also worked on Data Entry Projects entering W-9 information.
Results: 
· Learned to do Customer Service on the Phone with Accounts Payable Needs.
· Assisted Accounts Payable staff and management when in time crunches. 
Community Advantage — Longmont, CO — Working with Developmentally Delayed Individuals.
Accounts Payable Clerk 7/2005 – 10/2006

In charge of coding, processing, and submitting all invoices to the Corporate Office for proper payment; In charge of the Petty Cash accounts as well as monitoring the company credit cards; Liaison between all Employees, Contractors, Clients, and Consumers.
Results: 

· Worked hand in hand with Co-Workers to serve the Developmentally Disabled Individuals on a monthly basis.
· Had excellent customer service results.

· Became a valuable contributor to each of our clients and employees.

People’s Clinic — Boulder, CO — Medical Clinic
Billing Representative, 10/2004 to 7/2005
Posted Payments from insurance companies, including coding, as well as disputing payments if necessary; Researched and revealed areas where company was losing funds; Specialized in the Billing for Homeless Individuals; Accomplished Data Entry Deadlines daily.
Results: 

· Had an excellent relationship with Supervisor which helped me to advance within my position. 

· Started to grasp the coding for Medical Billing.

· Was a contributor to all group projects on a regular basis. 
Education

Everest College — Thornton, CO
Medical Assistant
Graduated 7/2012

Program Highlights:

	
	· Working in the Medical Field
· Working with Medisoft
· Leadership & Supervision
· Learning CPT & ICD-9 Codes
	· Care giving to patients.
· Office & Computer Systems
· Critical Analysis
· Interpersonal Relations
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