RESUME
Sister Mary Adeline Wedeking, O.P.
3720 Yukon Ct #201
Wheat Ridge, CO  80033-6152
303-424-3830
e-mail – smad1@mindspring.com

OCCUPATIONAL OBJECTIVE:
		To be of service to the Community
  
EXPERIENCE HIGHLIGHTS:
	November 2004 to October 2013: Registrar:     Joined All About Staffing to work in various  
			Health One Hospitals in the Admissions Department. Sky 	
          			Ridge Medical Ctr.  For 9 years was full time at Sky Ridge.

	April 2001 to 2004:  Support Services Clerk/Billing Specialist:      Data entry of Patient Service
			      into the Permanent Medical Record.  The role changed to Billing and 
			      Collection Specialist while working with various Insurance Companies and
			      Patients for self-payment claims at Visiting Nurse Association.

	March 2000 to 2001:  Assistant Manager:     Assistant to the Manager at Holly Park Apts in 
			       Commerce City.  Duties included working with Applicants, Recording  	
			       Rent Roll, Making Deposits, Apartment Inspections and overseeing
  
	1999 through February 2000:      Accounts Receivable Tech:    Entered the Property deposits
			        into Platinum and then Solomon, set up Vendors and generated the 
			        generated the Property Cash Balances Reports.

	1985 to 1999:               Accounts Receivable Clerk:   The duties included collecting and re-
			          cording the rents for more than 1,000 units of HUD low-income 
	 		          apartments; work all the legal forms for the eviction process in conjunct-
			          ion with a lawyer; make deposits of all income;  back-up for the accounts	
			          payable department – payment of all invoices and computer generated 
			          financial statements.

	1973 to 1985:	          Bookkeeper and Administrative Assistant:     Initially hired and emp-
			          loyed as bookkeeper and receptionist, but, as new responsibilities came 
			          along, was in charge of income – including fund-raising and reporting
			          Accounts Payable, Stewardship, Budgeting and Budget Analysis.  Also, 
			          Spent some time visiting parishioners (particularly the elderly)  and 
			          Promoted communication via the Newsletter & Bulletin at Holy Trinity 
			          Church.

	1954 to 1973                 Elementary School Teacher (Grades 1 – 6):     Taught in 4 different
			          schools (Sts Peter & Paul, Strong City, KS;  St Mary Garden City, KS;
			          St Rose, Great Bend, KS and Holy Trinity, Westminster, CO)  
				     During the years of teaching I gained experience in structuring
			          my days and teaching Math fostered my accounting skills.

Education: 	-  MBA from Regis College, Denver, CO;   May 1983
· MA  in History from Creighton University, Omaha, NE,  June 1970
· BS  in Education from Marymount College, Salina, KS,  June 1965
References:  	Personal and business references available upon request.


	



 		
	                 		

			  	
	  

			         
			
 
	

