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Objective 
To obtain a career that is stimulating, challenging and requires productive utilization of my abilities, experience and potential as well as continue learning and improving my skills. 
Qualifications 
· OSHA certified 
· HIPAA certified 
· Experienced with Microsoft Word, Cornerstone, AviMark and ImproMed veterinary software 
· Excellent record and data management, administrative and organizational skills 
· Extremely dedicated and reliable 
· Creates a positive, team-based atmosphere 
Professional Experience 
VetweRx Animal Hospital           Denver, Colorado              January 2016 – November 2017 Receptionist 
Use Cornerstone veterinary software to create, schedule and book appointments for clients.  Answer high-volume calls on a multiple phone line system.  Prepare and scan medical records into patient files.  Monitor online patient portals for prescription refills, appointment requests and record management.  Ensure patients are correctly weighed and checked in for appointments.  Handle daily cash flow, including bank deposits and end of day processing.  Review inventory and supplies.  Ensure lobby and waiting areas are clean and inviting, wash laundry, and other miscellaneous cleaning duties. 
 
Broomfield Veterinary Hospital  	      Broomfield, Colorado 	                         June 2013 – March 2015  
Receptionist 
Using Impromed and AviMark veterinary software, scheduled and created appointments for clients.  Prepared business for daily operation and closed at night.  Scanned and filed medical records.  Monitored online requests for prescription medication refill, appointment requests, and record management.  Handled daily cash flow including bank deposits.  Cleaned and maintained upkeep of lobby and examination rooms. 
 
Boulder Women’s Care  	 	          Boulder, Colorado 	 	   January 2008 – February 2013 
Medical Administrative Assistant 
Filed medical documents.  Prepared charts and billing for upcoming appointments.  Retrieved and released records in accordance with HIPAA guidelines.  Managed incoming documents.  Answered multi-line phone system.  Refilled prescription requests.  Scheduled appointments and surgeries.  Completed billing slips.  Checked patients in and out.  Maintained and purged medical records already in system. 
 
Education 
Everest College  	 	 	 	 	 	 	 	                    Thornton, Colorado  
Medical/Dental Administrative Assistant Certification 	 	 	 	 	 	    October 2007 
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