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Professional Profile  
To obtain a position within a medical company that utilizes all my relevant skills as well as challenges me and gives employees the opportunity for advancement.


Academic Background  
Bachelor's in Science in Health Information Management, Regis University - HIM Program 
Denver, Colorado                             January 2013 - Present

Associate in Applied Science in Medical Assisting, Front Range Community College - Medical Office Technology
Longmont, Colorado                         Graduated: December 2012
· National Honors Society Phi Theta Kappa

Diploma in Medical Billing & Coding, U.S. Career Institute (College America),
Fort Collins, Colorado                        Graduated: 2006


Work Experience   
Front Range Community College Longmont, CO	August 2011 – December 2012
Faculty Support - Work Study
· Work 10-20 hrs. /wk. while in college, and maintained a 3.7 G.P.A.
· Assisted students with locating their classes and contacting instructors.
· Assist faculty in preparing for their classes.
· Organize and deliver mail and packages to faculty.
· Manage office supplies that have been ordered.
· Work on assigned projects for my supervisors and faculty.
StarTek Greeley, CO	                                                                                                                                      March 2011 - July 2011
AT&T GTS Mobility Agent
· Receive incoming calls from AT&T business customers and assisted in resolving technical issues on their cell phones, laptop connect, billing questions/issues and make payments
· Provided technical support and resolved the customers issue using knowledge based program that directs how to fix the known issues with AT&T brand devices
· Met and exceeded the Quality Assurance scores with an average of 95% to 100%
Manpower - IBM Boulder, CO	                                                                                                                      April 2010 - March 2011
Software Receive Call Agent
· Receive incoming calls from IBM business customers with software issues. Created problem tickets for customers who have purchased software technical support
· Verified customer information and that they had technical for their specific software, PMR (Problem Mgmt. Record) was created and customer was sent over to technical support to further assist in resolving the customers issue
· Met and exceeded the Quality Assurance scores with an average of 95% to 100%
StarTek Greeley, CO	                                                                                                                             September 2007 - April 2010
Local Order Specialist
· Managed the ordering process for new and/or existing AT&T business customers utilizing ordering, tracking, billing systems and associated processes for Local Prime orders
· Project managed a dedicated customer account and handled over 50 customer orders per month to completion. Created job aid on my day to day organization of project management. Provided an action plan for orders that became backlogged and how to prevent orders from getting on the backlog report. Helped train and educate new Local Order Specialist's by being a mentor for new training classes
· Acted as an in-charge for my supervisor while he was out of the office; I executed their day-to-day operations, including successfully reducing the WIP (Work in Progress) report of backlogged orders which was recognized by both the District and Division Managers. Escalated issues for other team members and handled any issues with orders for customers who needed urgent attention


Related Experience / Internships  
Family Health & Sports Chiropractic Longmont, CO	April 2012 - June 2012
Receptionist
· Scheduled patients for appointments took payments for services rendered, and received incoming calls from patients needing to schedule appointments, assisted in setting up foot baths for patients and cleaning up the office at the end of the day.
· Organize the office supplies and organized the sitting area for patients, filed new patient intake forms in alphabetic order for doctor.


Front Range Orthopedics & Spine Longmont, CO	November 5, 2012 - December 7, 2012
www.frontrangeorthopedics.com
Medical Assistant Intern
· Implemented patient care for up to 15 - 20 patients per doctor.
· Assessed patient status and notify physicians of clinical changes.
· Interacted with doctors regarding patient care and maintained patient rooms after each patient
· Charting and documentation of patient care
· Pre-operative and post-operative patient care and monitoring


Key Skills and Strengths  
· Enjoy working in a caring environment; highly detail-oriented.
· Friendly team player with professional manner.
· Time management skills, Willingness to learn
· HIPAA & JCAHO Knowledge
· Medical Billing & Coding
· Anticipate needs for work to be done
· Operation and maintenance of bio-medical equipment
· Medical terminology and medication administration skills
· Maintained sterile fields and application of dressings
· Pre-operative and post-operative patient care and monitoring
· Charting and documentation of patient care
· Acute and long-term care experience
· PC and Microsoft Office literate

License/Certifications  
CPR/AED for Professional Rescuers and Health Care Providers - Red Cross, September 2012
· Skills needed to respond appropriately to breathing and cardiac emergencies including one-and two-rescuer CPR, how to use an automated external defibrillator (AED), and CPR and bag-valve-masks.
AAMA – CMA, March 2013
· National Certification Exam for Medical Assistants


Community Involvement  
National Honors Society - Phi Theta Kappa
· Maintaining a GPA of 3.5 or higher

9 News Health Fair - April 2012
· Centrifuged the blood

Odyssey of Mind Coach, September 2012 - Present
· Coach for my daughters OM team

MOT Club - President, Fall 2012 & Secretary, Fall 2011 & 2012
 
