|Cl‘1ris Attwater

567 Rosewood Lane # Colorado Springs, CO 81207 & (960) 555-1212 & catt99water @hotmail .com

G]}iu clive

Executive assistant Pm;ﬁﬂl elloweny for parday of demonstrated orpanigeton, cwstomer service,
communzoation, and profec manggen et skils proven by 12 years of ssceessfid, profreable séf employment.

PIDIIIE

Motivated, personahble business professiomal with muliple college degrees and a successful 12-
year track record of Pmﬁta'hla srnall business nvmamh.ifu. Talent for -:|'uit:k1'5a nustun.ng tlc]:mn:-lng:,- -
ﬂcenﬂ? -:cumPlutad hlicrosoft Offce Suite cerhficate conme. Diplnmaﬁc and tactfal wath mee—-aainna.h
and non-professionals at all lewels. Accustorned to handling sensitive, confidential records.
Dremonsteated history of producing accurate, timely reports meeting stongent HMO md insusnce
guidelines.

Flexible and wversatile — able m© maimtain a sense of lhumor mmder pmssure. Poised and

competent wath dermonstrated ahdl'rt? ta e:aa:i]"i,r transcend culbural differsnces. Thove i1 deadline. doven
enwiromments. Excellent taam-bw'ldi:g skills.

Skills Sum mary

#+ Project Management + Computer Saroy + Insurance Billing

+ Report Preparsbion + Customer Sesnce * ﬁccamﬁngfﬁu&kk BEpHES
+ "Watten Correspondence #+ Scheduline + Front-Office Opentions
+ Cenerl Office Skills + Magketing & Sales + Professional Presentations

Professional Experience

COMMUNICATION: REFORTS/PRESENTATIONS S TECHNOLOGY

+ Prepare complex reports for managed care orsanizations and insurance companies, snsunng full
compliance with agency requirements and tight deadlines.

+ Author professional cormspondence to custorers and vendoss,

# Design and deliver senes of classes for local businesses and associations, prowiding erzonomic
counseling and sducating employees on proper ifting technigques to avodd injury.

+ Conduct small-group sessions on meditation f relaxation techniques.

Comrmunicate medical concepts to patients using layman's teoms to facilitate undemstanding.

+ HRapidly leam and master vaned computer proprams; recentdy completed Microsoft Office Suite
certificate course.

*

CUSTOMER SERVICE/MARKETING/PROBLEM SOLVING
+ Owersee front-office opemtions and pronde mapeccable customer service:
o Built a clientele supported by 60% refereal business.
+ Develop and inplement strategic marketing plan for business:
o Launched a thoving prvate prctice, building revenue from $0 to over $72K in first three
years with minimal ovedhead.
o Create special promotions, weite/design pont and outdoor advertsing, and coordinate all
media buying.
+ “Won owet a highly skeptical medical community as the frst chiropractor to tagget MDsw for
informative in-service demonstrabions, classes, and booths:
o Presentabions resulted in standing. room-only ceowds of 50+
o Four MDs subsequently became patients, and refermed farmily members as well
o0  Increased chent base by one-third resulting from ML refercals,

DETAIL MASTERY & ORGANIZATION

¢ DManzge all aspects of dapto-day operations as multisite owmer and practibioner of Reynolds’
Chizopactic:

Facility rental fmaintenance.

Fatient scheduling for busy office averaging 52 appointments weekly.

Finances: accounts payable f receivable, irroicing, insurance billing, budgeting,

Supervision of a total of esght medical recephionst intems.

Compliance wath all healthcars facilsty, HMO, and msurance requirements.

ATTWATER CHIROPRACTIC = Colorado Spangs, CO; Pueblo, CO; Cheyenne, WY
Owner/Operator, 1933 to Present

LAKEVIEW RESTAURANT & CAFE — Minneapobs, MN
Waimeszs, 1935 to 1933

Education
NORTHWESTERN COLLEGE OF CHIROPRACTIC — Minneapolis, MN
Doctor of Chiropractic Degree, 1988 GPA: 3.89/40

(Four-yvear advanced degree requiring 30-34 cre dit hrs. per guarter.)
Licensed to practice chiropractic in Colorade, Minnesota, “i'vorming, and hMontana.

BARTON COUNTY COMMUNITY COLLEGE — Great Bend, KS
Associate’s Degree in Pre-chiropractic, 1964 GPA: 4.0,/4.0

Com puter Skills
+ Microsoft Word + Wisio
+ DMicrosoft Excel + DMlicrosoft Access
+ Microsoft PowerF omt ¢ Medisoft (Insurance Bdhine Softuare)




