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      Laurie J

      
        Administrative Support/Contracting
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Executive Secretary
          	
            Location:

            
              Mountlake Terrace, WA
            
          	
            Education Level:

            Bachelor
          	
          Will Relocate:

          No
        


  

  






  Description

  
    

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	Provider Healthcare Systems	

				(Confidential)

				11/2000 - 1/2007
	Washington Energy Services	

				(Confidential)

				9/2000 - 11/2000
	Pacific Heating	

				(Confidential)

				7/1999 - 9/2000
	Tom's Automotive	

				(Confidential)

				11/1994 - 6/1999


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	University of Washington	Social Science	2006	
              
                Bachelor Degree
              
            
	Edmonds Community College	History	2003	
              
                Associate Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    Was promoted from shop girl at Tom's Automotive to Office Assistant.  I was promoted from Staff Assistant to Network Data Maintenance Coordinator at Private Healthcare System.  I also recieved an award for going above and beyond the call of duty at Private Healthcare Systems for service excellence.
    
      Companies I like:

      Starbucks,  Boeing,  Cigna

    
  

  

  

  

  
    

    Keywords

    
      	Administrative
	Contracting
	Reporting
	Team Player
	Computer Proficiency
	Managed Care Contracting
	Contract Negotiation
	Relationship Management
	Health Insurance


    

    
  

  
    

    Responsibilities

    
      Contracting with medical providers and generating a variety of reports
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