Lisa younG

PHONE (720)243-3333

	objective

	
	Career oriented team leader with excellent interpersonal skills.  Proven track record for achieving and exceeding desired results.  Self-motivated with ability to work in fast paced flexible settings.  Thrive in situations with opportunity to learn and master new skills and knowledge. 

	Experience

	
	06/12-11/12        Aronowitz & Mecklenberg                                     Denver, CO

Front End Opener

· Responsible for opening all new California referrals.
· Update all worklist items.
· Quality control for referrals and mailings.
· Provide assistance as designated by attorneys and staff.

08/06-07/10
Engle Martin & Associates
Englewood, CO

Administrative Assistant

· Responsible for the training and correlation with all western region admin support.

· Western region quality control contact. 

· Assistant to Regional Property and Liability Managers and adjusters.

· Analyze insurance coverage and summarize.

· Dictation for letters and correspondence.

· Pay invoices on TPA accounts.

· Pull and send out weekly reports to western region offices.

· Responsible for setting up all new claims including correspondence to the insurance company.

· Enter adjuster’s billable time. 

· Order supplies.

· Travel arrangements.

· Track proformas and invoices.

· Request and track police reports.

· Send out overdue invoice statements to clients.

· Responsible for electronic and paper file maintenance including archiving and report uploading in riskmaster.

	
	3/05-7/06
Aetna/HMS Colorado
Greenwood Village, CO

Administrative Assistant II

· Assistant to Provider Contracts & Services VP, Director of Contracts, Director of Services and department.

· Schedule and coordinate department meetings including agendas, minutes and food orders. 

· Provider manual assembly including burning of provider manual on CD.

· Sort mail and faxes and distribute.

· Tracking and logging of all department invoices.

· Filing.

· Updating and maintaining the Workshop attendance spreadsheet.

· Storeroom inventory, supply maintenance and ordering of supplies.

· Auditing the provider Add, Term and Change forms including distribution.

· Auditing, sending and contacting providers on Password Requests.

· Respond to provider e-mails sent from the website.

· Log changes in Excel spreadsheet for ACT reporting.

· Enter provider surveys.

· Send out and track PRN contracts.

· Answer telephone calls for the department.

· Maintain departmental policies and procedures.

· Make travel arrangements as needed.

· Some accomplishments include creating a spreadsheet to track incoming Tax ID and address changes, updating large group files to 2006, creating spreadsheet for password requests to avoid duplication and manage quality control.

	
	10/99-07/04
Tetra Tech FW, Inc. 
Lakewood, CO 

Receptionist

· Project manager for filing system of legal documents. 

· Assist billing operations with balancing spreadsheets, data entry and synchronization of invoices to billing backup.

· Assist Legal Department with Insurance Certificates and Legal Documents including Profiling, Tracking and Scanning.  

· Created Visitors Health and Safety Guide, Front Desk Manual and Employee Fire Checklist complete with pictures and biographies.

· Responsible for invoices including logging, distribution and mailing.

· Mailroom Clerk backup.

· Assist Clients; Answer all incoming calls, Filing, Faxing, Recording of all Payroll Timesheets.

· Attended Procurement Training.

· Floor Captain responsible for Office Safety and cleanliness.

· Created color coded spreadsheet for archiving documents.

· Responsible for March of Dimes fundraising for office.

· Responsible for arranging lunch meetings and holiday gatherings.

	Education

	
	2012-Current        Capella University                                                    Denver, CO

Bachelors Program
2010-2012  University of Phoenix                                              Denver, CO

Associates of Arts in Psychology
1992-1997
Middle Park High School                                         Granby, CO

High School Diploma

	



