                                                                    Jo Vidmar’s Resum
                                                                    401 S. Jackson Street
                                                                    New Athens, IL 62264
                                                                    (618)475-3734
                                                                    tvjv03@sbcglobal.net
                                                                    tvjv83@myway.com


Objective

My name is Jo Vidmar. I am a highly motivated Data Entry Clerk and am always ready for
a challenge. I have extensive experience in Clerical and data entry level work and am actively
seeking a position that fits my skills and experiences.


Employment

Job Title: Data Entry operator                                                 Years Employed (   1999-2002 )
Blue Cross Blue Shield                                                            Marion, IL
                                                                                                      Supervisor: Angie Shannon
                                                                                                      (618)998-2703

I performed data entry level skills. I proofread Medical insurance claims and assured them
for accuracy. I kept count on all Julian date work to validate that the required dated work
was completed on time. My position also required a quota, which I met and exceeded. I was
in charge of training all new employees.

Reason for leaving: Marriage and relocation


Job Title : Admitting Clerk                                                         Years Employed (1998-1999)
union County Hospital                                                              Anna, IL
                                                                                                       (618)833-2255
                                                                                                                                

I completed forms for inpatient and outpatient services. I completed and typed any
orders requested by the attending Physician. Answering switchboard of all
incoming calls and directed them to their requested area. I filed any medical forms
that needed to be filed. I called insurance companies of any patients that were
brought into the emergency room. I updated all patient records to insure them 
for accuracy.

Reason for leaving: To better myself


Education

Certificate                                                                                        Years Attended (1994-1996)
Shawnee Community College                                                     Ullin, IL

Subjects Studied: Certified Nurses Assistant, Medical Terminology, Medical Coding and
Medical Billing.

Achievements: I received a certificate for being a student with high honors.




Diploma                                                                                           Years Attended (1985-1989)
Vienna High School                                                                     Vienna, IL

Subjects Studied: Required and Secretarial: Accounting, Business Math, Business English,
                             Shorthand, Typing 1, Typing 2 and Word Perfect.

                     SKILLS

I can perform multi task level work. I enjoy typing and working with the
general public. I am highly experienced in clerical skills and believe
myself to be an asset to any company or organization.

