
KAREN A. STONE
12280 E. Bates Circle, Aurora, CO 80014 | 303.917.2564 | stonekaren29@gmail.com
PROFESSIONAL EXPERIENCE
CCS Medical, Centennial, CO (Company relocated to Texas)


Mar. 2012 – Aug. 2012
Electronic Correspondence Representative

• Received and filed electronic correspondence in an efficient and timely manner.

· Accurately assigned patient name and document type on each electronic correspondence received,   
   approved for filing.

• Electronically assigned tasks to designated employee for action to be taken.

• Provided administrative support including printing, faxing, filing and data entry.

The Denver Hospice, Denver, CO

Medical Information Certification Coordinator




Sept. 2011 –Nov. 2011
• Coordination, maintenance, & distribution of recertification information according to policies, state & federal regulations.

· Provided direct support to the interdisciplinary team by serving as a recorder in team review meetings.
· Maintained compliant medical records including entry of updates, copying, distribution and retrieval.
· Managed medical form & packet supply levels, and communicated upcoming needs to appropriate staff and/or department.
· Assisted as back-up relief for receptionist.
• Coordinated internal changes with the payroll department.
Medical Information Assistant






Dec. 2003 – Sept. 2011 

· Handled patient status change.
· Entered daily activity logs with patient information into computer system for clinical staff.
· Compilation of procedures manual for status change.
· Scanned and indexed medical records.
· Managed medical forms & packet supply levels, and communicated upcoming needs to appropriate staff
and/or department.
• Ordered all department supplies for 12+ employees.

• Assisted as back-up relief for receptionist.

Hospice of Northwest Ohio, Perrysburg, OH

Receptionist/Office Administration





Jan. 2001 – July 2003
• Greeted and directed people coming into the inpatient facility. 

• Answered 7+ line phone system.

• Coordinated with kitchen staff, entered lunch orders and collected money for lunches.

· 100% accurate in reconciling money for the kitchen.
· Administrative support
RELATED EXPERIENCE

Business Owner/Manager – Customer Service 15+ years

EDUCATION & PROFESSIONAL TRAINING

Owens Community College, Perrysburg, OH
Business & Administrative

SKILLS/COMPUTER EXPERIENCE

· Proficient with Microsoft Word, Excel, Powerpoint
• Typing 60 wpm

