Shannon Cronin

12200 Village E. Circle 
Brighton, CO 80603
(720) 297-8212
Email: sbkcc@comcast.net
OBJECTIVE: To obtain the position of Manufacturing Technician that will enable me to contribute my professional experience in an established organization.
QUALIFICATIONS:

_________________________________________________________________________________________________________________________________________________

· Possess warm outgoing personality with excellent telephone etiquettes 

· Knowledge of handling general administrative and clerical tasks 

· Skilled in computer applications like MS Word, PowerPoint, Spreadsheet and the Internet 

· Excellent monitoring, organizational and supervisory skills 

· Skilled in handling multiple tasks and work under pressure
· Extensive knowledge of medical terminology, medical billing and medical coding 

EMPLOYMENT/EXPERIENCE:

Receptionist, Brighton Medical Group____                    ________________________________________________              June 2006- October 2012
· Welcomed patients and visitors in person or on the telephone; answering or referring inquiries.

· Optimized patients' satisfaction, provider time, and treatment room utilization by scheduling appointments appropriately.

· Kept patient appointments on schedule by notifying provider of patient's arrival; notifying patients of service delays.
· Comforted patients by anticipating patients' anxieties; answering patients' questions; maintaining the reception area.

· Ensured availability of treatment information by filing and retrieving patient records in both the Practice Management and EMR systems.
· Maintained patient accounts by obtaining, recording, and updating personal and financial information.
· Obtained revenue by recording and updating financial information; recording and collecting patient charges; controlling credit extended to patients; filing, collecting, and expediting third-party claims. 
· Maintained business office inventory and equipment by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Protected patients' HIPAA rights by maintaining confidentiality of personal and financial information.

Home Day Care___________________________________________ _________________________________________                        August 2004-June 2006 
· Stay at home mom 

· Took care of one infant, two toddlers and two preschoolers 

· Arranged schedules, supervised and managed complex situations
Central Scheduler, North Suburban Medical Center______    __________________________________________________             _____   2001 - 2004 

· Answering incoming phone calls from patients and doctors to schedule procedures including but not limited to, Radiology, CT, Ultrasound, Echocardiograms, and Nuclear medicine procedures. 

· Giving patients the proper prep instructions for said procedures 

· Faxing and filing all prescriptions promptly and properly 

· Making outbound phone calls pertaining to insurance verification such as effective dates, deductibles, co-pays, etc 

· Admission operations, efficiently registering patients and obtaining all pertinent information regarding accounts
Customer Service Representative, EchoStar Communications__________________________                                _________________ 1997-2001
· Took inbound phone calls relating to customer service, sales, technical support, installations, billing and activation 

· Aided in satellite uplink and downlink procedures 

· Troubleshooted and diagnosed customer hardware malfunctions
EDUCATION:  1998 – Aims Community College, Fort Luption, CO 

                            1996 – Brighton High School, Brighton CO
