
BARBARA KLEINHANS	
5300 CHERRY CREEK SO. DR. #516  DENVER CO 80246  MAILING ADDRESS PO BOX 460174 DENVER CO 80246	
Phone:  720-690-2833  ▪   email: suziebarb8888@yahoo.com      	


Objective
Highly motivated Career Administrative Assistant seeking position with a  forward-thinking , innovative organization
Experience
November, 2006 – June, 2013
 	
InnovAge Longterm Care Options  8950 E Lowry Blvd. Denver CO 80230
 Contact Phone: Human Resources 720-974-6700 (InnovAge Long Term Care Options closed - no longer in business as of June 30, 2013– Single Entry Point Medicaid  contract awarded to competing agency)
Administrative Assistant
For Intake Department of Single Entry Point Agency serving Medicaid clients comprising 5 counties (Denver/Adams/Arapahoe/Elbert/Douglas)
· Created/sent  functional approval letters  to Clients /Certification requests to Counties for Intake Case Managers 
· Long Term Care Medicaid Application Tracking for Intake Department using system created in Microsoft Outlook
· Processed/assigned new Long Term Home Health referrals received via fax from Home Health Agencies
· Updated database daily
· Cross trained on incoming referrals 
· Electronic scanning/filing
· Customer Service

February, 2005 – August, 2006
Steve Paul Construction Services 4985 Ironton Street, Denver, CO 80239  
Phone: 303-680-7727
Administrative Assistant
For President and Work Order Manager  of Construction Services Company working with homeowners associations, community and property managers.
· Contacted property management companies regarding work orders received requesting specifics on nature of requests.
· Contacted location companies to have properties flagged for sub-surface work requests (e.g., flagging properties for buried gas/electric/cable lines)
· Main contact liaison for firm
December, 2003 – February, 2005
Property Management Experts,  Lakewood, CO  
(Colorado location closed in 2005)
Administrative Assistant/Assistant Property Manager
For Property Manager of California based firm working with homeowners associations
· Main contact for firm – reception
· Attended board meetings of homeowners associations in absence of property manager
· Prepared and sent board packets for monthly HOA meetings
· Corresponded with homeowners at individual HOAs

	
Skills
· Highly proficient in Microsoft Outlook, Word,  Access Database, Knowledge Lake Capture and Connect-Electronic Filing, Benefits Utilization System (BUS), Excel Spreadsheet, Powerpoint 

Education
Colby Community Junior College, Colby, KS – Associate Degree in Journalism
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