
Robin Phelps
1910 Essex Avenue, Buena Park, CA 90620   999-543-2198
Objective:  Full-time position in medical billing / office administration in a hospital or clinic

Experience:

Medical Office Assistant – Intern
Family Medical Center, Henderson, CA              9/04 to 11/04
Single-handedly ran the front office of a 1500+ patient family medical practice handling up to 30 acute care and wellness patients on a daily basis

· Managed billing, insurance, co-pays

· Prepared 3-4 charts per day for new patients and verified insurance coverage

· Scheduled approx 40 appointments per day and maintained appointment schedule
· Checked in patients including BP, temp and assigned rooms

Office Manager



Bob’s Dairy Service, Henderson, CA

10/01 to 12/02

Ran the front office for a start-up grocery business serving schools, nursing homes, and private residences

· Managed 27 commercial and private accounts
· Accepted 15 orders over the phone per day
· Purchased items and prepared for delivery 

Sales Representative
                     Walker Furniture, Los Alamitos, CA

  03/97 to 05/00
Retail salesperson for regional furniture store handling home/residential and commercial interior designs and furnishings
· Averaged $400,000+ annual sales volume
· Top Serta mattress salesperson out of 50 sales associates in 1998 and 1999
· Top closer in store in 1999
Store Manager



Hart’s Fabrics, Auburn, CA


  6/94 to 03/97

Responsible for all retail operations of a 9 hour / 7 day local retail fabric and craft store

· Managed six full / part-time employees including hiring, salary planning, scheduling
· Maintained 5000 item store inventory including purchasing, receiving, & bookkeeping
· Created and updated signage and shop windows on a weekly basis

· Taught classes in quilting, window topping, & costumes

Workroom Manager


Drapery Maintenance, Glendale, CA

09/82 to 06/93


Managed production of high-volume draperies for commercial high-density housing
· Hired and trained staff of five employees

· Reduced production cycle time by 30% through process improvements

Education

Medical Billing Certificate   Medical Technical Institute, Los Angeles, CA              completed October 2004

