 
Tiffany A. Wyss
23456 E. 5th Pl. #203, Aurora, CO  80018       719-964-9569      TiffanyWyss@yahoo.com

	Qualifications
Achieved a bachelor’s degree in biology with an inphasis on biomedical science;  proficient in Microsoft word, Excel, Powerpoint, and Outlook; strong personal communication skills; ability of organize, prioritize and work under pressure, a heavy work load and deadlines; excellent costumer service skills.    

	Experience

	
	5/2011-present        Radiology Imaging Associates           Englewood, CO
Support Services
· Post all outgoing mail
· Manage Interoffice Correspondence
· Sort and open incoming mail and deliver to the correct department
· Front desk receptionist duties
· Answer a multiple call switch board
· Incharge of inventorying and ordering office supplies from Sun, King Soopers and Aquapure
· Sort HCFA’s and print EOB’s and Reports from the medical systems RIS, MRS and A-life 
· Scan correspondence into the medical systems VSDM and Laserfiche


8/2004-4/2011	Walgreens Pharmacy	Fort Collins, CO
Pharmacy Tech
· Register new patients into the computer system
· Input prescription data into the computer system
· Maintains strict confidentiality and adheres to all HIPAA guidelines and regulations
· Take patients insurance and process their claim
· Fill prescriptions
· Inventory and ordering of outstanding prescriptions through Cardinal Distribution.
· Handled payment/cash transactions 


	
	5/2003-8/2003	   Chapel Hills Vision Clinic	Colorado Springs, CO
Administrative Assistant
· Pull and prep charts for the next day’s appointments
· Register new patients 
· Make appointments
· Check patients in for their appointments
· File Charts


	
	 6/2002-8/2002    Black Eyed Pea                                   Castle Rock, CO
Server
· Wait Tables
· Prep Work
· Section Duties








5/2001-8/2001	  People’s National Bank	Monument, CO
Teller
· Cash withdrawals and deposits  
· Open and close new accounts
· Issue Traveler’s Checks and money orders
· Maintain a balanced drawer



	 Education

	
	
2003-2006	Colorado State University	Fort Collins, CO
Major:  Biology/Biomedical Science
· Degree:  Bachelors of Science

2002-2003         Abilene Christian University                              Abilene, TX
· Major:  Psychology
· Degree:  None

2001-2002          University of Tulsa                                            Tulsa, OK
· Major:  Sports Medicine
· Degree:  None

	REFERENCES

	
	Available upon request.
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