[bookmark: _Hlk133944858] Julie Smith
Cell: (312) 636-6440
cjsmith3693@yahoo.com
Address       									
627 Barnsdale Rd. La Grange, IL 60526                                                  
Qualifications
· Organizational skills in prioritizing tasks and keeping client records up to date
· Ability to work unsupervised  
· Intermediate skills with Hawksoft, Acords, Excel, Epic/Applied, and Word
· Basic understanding of Outlook, Gmail

[bookmark: _Hlk133944942]Work and Volunteer Experience
Arachas Group 2022 – May 2023, Processor
Harmony Insurance Services DM Inc., 2018 –May2023, Administrative Assistant
· Scanning, editing, and emailing electronic documents, faxing
· Preparing monthly premium reports, client account spreadsheets
· Sorting and updating client files
· Creating labels for folders, mailing out insurance policies
· Making and receiving phone calls, emailing clients, additional insureds, and insurance companies
· Forwarding electronic documents to clients and additional interests
Heartland Hospice, 2013 –2019, Administrative Volunteer
· [bookmark: _Hlk504511633]Make copies and assemble volunteer training packets
· Sorting and filing
· Put together data bases of churches, nursing schools, and veteran’s associations for recruiting purposes
· Call offices of churches, nursing schools, and veteran’s associations for recruiting follow-up.
· Assign tracking numbers for old files, enter them in a log for tracking at the off-site storage location
Ally, Inc., 2010 - 2018, Cleaning Crew Member
[bookmark: _Hlk133945031]Education
•     BAS in Health Information Management, Illinois State University - May 2020
· AAS in Health Information Technology, Hutchinson Community College, Hutchinson, KS - May 2017
Academic Awards
· Summa Cum Laude at Illinois State University
· President’s Honor Roll Hutchinson Community College



