Cathy Cartoon
17835 Ashworth Ave. N, Shoreline, WA 98133
Phone: 206-546-6877 (home), 206-501-9066 (cell)  Email: lexandra_3@yahoo.com

SKILLS
OFFICE: MS Office (Word/Excel/Outlook/Access/Publisher), desktop publishing, 10-key, customer service, bookkeeping, PowerPoint, collections, multi-line phones
MEDICAL: Primary and secondary insurance billing, referrals and authorizations, insurance verification, ICD-9/CPT coding, chart preparation, Medicare/Medicaid billing, CMNs/LMNs, demographics

WORK HISTORY
9/07-present  Content Editor, Getty Images, Seattle, WA

Maintain databases, manage data files, match images with data, edit data errors, prepare hard drives for data delivery, research, run Access queries, transfer images via FTP, create and update Excel spreadsheets, and return hard drives to contributors using FedEx.

2/99-present Office Manager/Beta Tester, Laughing Otter Computing Service, Shoreline, WA
Testing web sites for errors, assisting with web page designs, bookkeeping, collections, a/r, a/p, word processing, proofreading, reception and clerical support duties for programmer.

4/06-8/07  Project Assistant/Grievance Support Analyst, Community Health Plan of WA, Seattle, WA

Maintained databases, processed referrals and prior authorizations, distributed mail, delivered and sent  faxes, researched information, filed closed cases, tracked and processed hospital notifications, prepared patient mailings and reports, processed complaints and appeals for Appeals Coordinators, data entry, filed closed complaints, ran reports, and maintained office machines.

10/05-2/06 Office Manager, NW Fisheries Science Center, Seattle, WA
Organized and maintained office files, assisted with processing employee time and attendance, and department financial data entry and budget preparation; processed facility access cards, key requests, and employee parking decals; processed, tracked, and filed maintenance work orders; prepared supplies and materials orders, including vendor research; enter data in into Mpulse (maintenance software), researched and logged equipment information, and maintained owner manuals and other equipment records; prepared and maintained government vehicle mileage reports, prepared and tracked schedules for government vehicle maintenance; organized and maintained inventory of maintenance material and supplies; organized and maintained blueprints; received supplies; prepared documents and other information for inclusion program reports; followed up on correspondence and data calls; monitored the status of actions and provided additional information when necessary; received visitors and telephone calls, and referred calls and individuals appropriately; made appointments and arranged meetings, through MES, Inc.

6/04-3/05 Office Assistant, Plymouth Housing Group, Seattle, WA
Greeted visitors, answered phones, ordered office supplies, distributed incoming mail and faxes, metered outgoing mail, prepared deposits, copied, filed, maintained various staff lists, created Excel spreadsheets, performed online research, proofread, maintained office equipment and entered data for a Seattle area low-income housing provider.

3/03-5/04 Administrative Assistant/Data Entry Specialist, Employment Agencies, Seattle, WA
Entered data into Access databases; prepared packages and mail for shipment; distributed mail, faxes and interoffice correspondence; maintained office equipment; ordered office supplies; researched topics online; answered phones and emails; prepared deposits; and other administrative tasks for area businesses.

VOLUNTEER EXPERIENCE
1/96-1/99 Activities Committee, Self-Help Group, Little Rock, AR (3/97-3/98, Chair; 3/98-1/99, Vice Chair)
Arranged monthly fund-raising activities for regional meetings, ranging from dinners to dances to game nights; planned regional fund-raising camping conventions, including speakers, venues, and merchandise; participated in weekly meetings; and supervised activities.
11/92-6/93, Volunteer Driver, Minnesota AIDS Project, Minneapolis/St. Paul, MN
Transported and accompanied HIV+/AIDs patients to medical appointments, shopping trips, and social activities; delivered meals to shut-ins; and attended workshops.

4/92-8/92, Volunteer Receptionist, Arkansas AIDS Alliance, Little Rock, AR
Greeted and registered clients for weekly free HIV testing clinic, answered phones, filed paperwork, and assisted with group activities.

EDUCATION
1992, BA Philosophy/Religion, Hendrix College, Conway, AR 
1991, BA Psychology, Winona State University, Winona, MN
