Lori J. Howton

1822 Burl Lane, Anna, TX 75409

214-250-6355

howton@gmail.com

Skills:  Data Entry in Microsoft Word, Excel, Outlook, Access and Chargemaster; Medical Record requests for appeals, denials, audits and tracking Doctors' hours; Application Processing for credit requests; Employee Orientation; Office Management with multi-line phones, faxing, typing, filing, collating, copying, time sheet tracking and scheduling.

· 03/2008 - 05/2009

National Write Your Congressman

Receptionist/Payroll Department Data Processing

Main Lobby Receptionist, manned multi-line phones, faxing, email, VM; promoted to Payroll Dept. data processing where daily tasks include pre-processing incoming nationwide sales jackets, collating and filing orders and data entry of all new business for approval by the Vice President of Operations.

· 12/1998 to 01/2000

Baylor Medical Center at Irving

Secretary to the Director of Regulatory Compliance

Responsible for every aspect of the manager’s itinerary and fulfilling receptionist responsibilities while maintaining patient/departmental records and tracking doctor’s hours;  timesheet auditing and database management, customer interface.

· 05/1997 to 09/1998
Kelly Services 

File Clerk

Contracted to GE Capitol Mortgage Services, Cherry Hill, New Jersey

Accounting department data entry and file clerk involved in all aspects of maintaining a highly fluid office environment.  Pulled and organized all law requests and maintained internal customer relations.

· 1997 to 1997
Kelly Services 

Front Office Administrator

Contracted to Air Capitol Plating, Wichita, Kansas

Customer service receptionist responsible for all front office duties; faxing, data entry, computerized work orders and shipping.  

