Cristi M Dennis

103 Craighill Ave : Richland, WA 99352			509-551-3610 cell : cristi.belle@hotmail.com
 
OBJECTIVE To have a career which allows me to utilize and expand upon my skills.
 
SKILLS General Office: Insurance, bank deposits, clerical support, ten-key operation, scanning, copying, filing, answering phones and maintaining schedules.
 
Computer Experience: EPIC, Key Capture, One Content, Word, Excel, PowerPoint, Outlook,  Anasazi Behavioral Health, MediSoft, WebCare Behavioral Health, DocuWare, InfoWorks, ProjectWise, Doc Manager.
 
➢      Six years management and/or supervisory positions.
[bookmark: _GoBack]➢      Fifteen years data entry experience with focus on accuracy and speed.
➢      Excellent customer contact and services, detail-oriented, multi-tasking.
➢      Team player with excellent communication capabilities.
 
EMPLOYMENT 

April 2000 – Present ~ Belle’s Bread ~ Richland WA, 99352
Owner/Operator/Baker

What started as a hobby evolved into a business that has spanned nearly 20 years.  During this time, I have attended various vendor events including several charity functions.  While I was mainly a home baker with a certified kitchen, I did open a coffee shop in April 2018, however I decided to close after six months. 

Jan 2016 – March 2018 ~ Kadlec Regional Medical Center ~ Richland, WA 99352
PFS Business Revenue Specialist

Daily communication with a variety of insurance companies to research medical claims that have been denied.  Problem solving issues regarding insurance coverage eligibility, non-covered services, etc.  Submitting medical records and/or other documentation as needed.  Working with other departments and clinics to locate or correct documentation.  Writing appeals on behalf of patients.  Daily contact with patients via phone.  Composing letters to patients who are non-compliant with their insurances.  Spreadsheet maintenance and creation.  

Mar 2011 – Dec 2015 ~ Kadlec Regional Medical Center ~ Richland, WA 99352
PFS Scanning/Index Tech

Scanned and indexed insurance and private pay documents into HPF folders.  Stored various miscellaneous documents on network server via HPF.  Sorted and delivered mail throughout the department.  Courier to hospital to retrieve payments and mail.  Scanned all hard copy checks to Key Bank for daily deposit.  Completed the final step of workers compensation paperwork, faxed copies to L&I, mailed hard copies to all companies.  Filed and purged documents as needed.

Nov 2010 – Jan 2011 ~ Columbia Energy Environmental Services ~ Richland, WA 99354
Submittal Coordinator

Co-wrote submittal procedure, developed process, created email templates and Word forms to provide company with an electronic submittal process.  Processed submittals in a timely manner once received from vendors.  Coordinated with Project Managers to determine which staff would review the submittals.  Kept submittal process flowing to return the final reviewed submittals back to the vendor with a quick turnaround timeframe.  Audited and organized document control drawings to assist department in being more user friendly.  Scanned & indexed file room to meet dual storage requirements.  Manipulated spreadsheets and forms as needed to perform duties.  Scanned and indexed daily project files.  Assisted staff with any document control needs. 


June 2010 – Oct 2010 ~ IT Networks ~ Richland, WA 99352
Document Control Specialist

Processing of incoming submittals which includes answering emails in a timely manner, initiating emails to begin submittal process (includes hyper linking); fielding questions related to submittals, printing/copying drawings and distributing as needed.  Processing incoming DCNs (document change notices) which includes quality checking paperwork, initiating process through emails, making copies as needed and distributing.  Updating EDMS data base with submittal changes.  Creating new work folders on multiple servers.  Filing as needed.

June 2008 – June 2010 ~ Bechtel National ~ Richland, WA 99354
Area Specialist FPDC
 
Daily updating of Controlled Work Packages (CWPs) and FE Tech Station drawings, specifications, change notices, etc. Generating reports as needed to modify CWPs, creating new CWPs, assessing other work stations monthly and/or running other reports on an as-needed basis. Completing spreadsheets for various required reporting to management both weekly and monthly. Completing tasks sent to the WTP mailbox for the FE Tech Station in a timely manner. Assisting site staff with locating drawings in station. Keeping station clean and organized to ensure safety and efficiency. Covering for other stations as needed. Ordering supplies as needed.

 
Feb 2008 - June 2008 ~ Kelly’s Services ~ Kennewick, WA 99336
Document Control Specialist PDC
 
Assigned to Bechtel in Richland WA in the Document Control Department/Design. Followed department procedures to ensure quality document processing and accurate data entry within the InfoWorks system. Quality checked documents for required information and legibility according to the desk manual based upon document type. Processed documents in a timely manner to be available to site staff. Interfaced with site staff when issues with documents needed to be addressed. Provided excellent customer service. 
 

Feb 2004 - Oct 2007 ~ Sunderland Family Treatment Services ~ Kennewick, WA 99336
MIS Clerk IV
 
Quality checking service activity logs (SALs) for completion, returning if necessary and maintaining a check-off list for completed SALs. Daily data entry of clinician/client sessions which are recorded on the SALs. Verifying insurance coverage for private pay clients and contacting clients when necessary. Entering surveys into a database for public pay clients and maintaining the database with updates when charts are closed or staff changes. Maintaining and creating Excel spreadsheets for other staff as needed. Assisting in the billing department with distribution of funds. Participant with several software implementations and conversions. Training of newly hired employees. Special projects as needed.
 
Jan 2004 - Apr 2004 ~ W.R. Wilkins Tax Accountants ~ Pasco, WA 99301
Secretary
 
Dec 2000 - Sept 2003 ~ Washington Group International ~ Hermiston, OR 97838
Senior Clerk - Scanning
 
Scanning and indexing numerous documents (drawings; specifications; laboratory, operations & maintenance records; etc). Assisting customers with retrieval of documents through DocuWare a .TIF imaging program. Maintaining controlled documents and distributing as required. Filing as needed. Auditing of electronic files to delete any doubles of images or re-do poor scans. Keeping Excel spreadsheet updated with records sent to and stored in the warehouse. Assisting with special projects as needed. Daily use of Microsoft Excel, Word, Power Point and Outlook.
 
References available upon request
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