LANA  YANCHENKO
303-304-7315     yanchenko2004@rambler.ru 
OPERATION CLERK     

SUMMARY OF SKILLS 
· Customer service professional with 5 plus years experience in office work.

· Computer skills include MS Word, Excel, Lotus, Brightree. 
· Self motivated with a willingness to learn and a desire to excel.

· Exceptional organizational capacity with attention to detail.

· Proven ability to identify, analyze and solve problems.

· Open-minded and culturally sensitive with reputation for excellence and dependability among former employers.

· Fluent in English, Russian.          

EXPERIENCE

CCS Medical   -     Englewood, Colorado    -                             (August 2007 – May 2011) Receptionist, Administrative
· Answered phones, screened and directed callers. Checked voicemail messages.

· Greeted and signed visitors.
· Provided information about company and products available to customers.
· Counseled patients regarding status of claim or order and researched customer service issues to obtain solutions.

· Sorted, registered and distributed outgoing and incoming mail.
· Applied patient’s payments to accounts.  
· Maintained operations by following protocol, reporting needed changes.
· Organized meetings for company and presentations for vendors. 
Medical Records
· Maintained patient file system for over 7000 patients. Created method of high quality filing process.

· Sorted, filed and scanned patient documentation into computer system.  Knowledge of medical terminology. Experience with e-filing.
· Interfaced with other departments regarding issues with orders and/or claims. Knowledge of Medicare, Medicaid guidelines.
· Ensured effective documentation and adherence to insurance guidelines, company privacy and HIPAA regulations. 

· Collected on patient’s accounts. 
Liaison in Mail Order Department

· Acted as interpreter/translator for Russian speaking patients.

·  Educated patients about supplies. 

· Collaborated with patients to solve problems.
Self employee for Baur’s  family  -Greenwood Village, Colorado - (October 2005 – July 2007) 

· Performed marketing and order processing.                            
· Assisted in business office needs
Belorussian Chamber of Commerce and Industry   Belarus            (August1986 – May 2004)

Lead expert  
Networking with Belorussian and foreign clients for business development. 
· High level office, marketing, customer service, legal experience
Accomplishments: promotion from entry level position to lead expert, participation in 
country level workshops every year since 1998.

EDUCATION   

Belorussian University of National Economy - Minsk, Belarus.
 Baccalaureate Degree in Science. ( GPA 5.0).                                                                   
