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        PO Box 417, Green Valley, AZ 85622�(520) 648-0140 cell (520) 465-7017�batboy2001@aol.com
Angel Terrell


Objective
To make a difference in your company using my administrative/medical background and experience
Experience
09/95�05/07	Carondelet Heal
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Medical Secretary
          	
            Location:

            
              Sahuarita, AZ
            
          	
            Education Level:

            High School/GED
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    PO Box 417, Green Valley, AZ 85622�(520) 648-0140 cell (520) 465-7017�batboy2001@aol.com
Angel Terrell


Objective
To make a difference in your company using my administrative/medical background and experience
Experience
09/95�05/07	Carondelet Health Network	Tucson, AZ
Office Coordinator
?	Administrative skills: Making sure front office runs smoothly, keeping track of front office staff stats, training all new employees, keeping track of PA&I and workman comp stats, assisting manager in any needs

?	Office skills: copying, faxing, filing, creating forms, printing forms, ordering all supplies, entering billing, calling insurance for authorization and verifying benefits, calling for correct orders, transcription corrections, experience with word, excel, outlook, meditech, intergy, access, medifax and image now.

?	Customer service skills: Answer phones, registration of all patients, scheduling patients, burning cd�s of images and quality patient care



Education	Amphitheater High School	Tucson, AZ
08/87 � 05/91
High School Diploma
References		
References are available on request.


Home Equipment: Computer with windows vista, Microsoft office, word, excel, access, fax, copier, printer, scanner, internet access, call wave, pcnow.




  

  

  

  

  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      work at home companies

    
  

  

  

  

  
    

    Keywords

    
      	health care
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