
Lynn D. Dalsing

3917 Key Peninsula Hwy S.                                                                                (253) 884-1200 

Longbranch, WA 98351                                                                                      penstretcher@dalsing.com

                                                                                                                                                                                                
                                                                                                                                                                                                
 

	
	Over 21 years of accounting experience and administrative work experience
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	Consistently demonstrated management/supervisory expertise
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	Over 3 years experience in retail sale and optical field
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	Proficient in the use of various computer software and general equipment
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	Work well in a busy office handling a wide variety of tasks
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	Detail oriented, excellent organization skills
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	Ability to achieve critical deadlines
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	Proficient in organizing, prioritizing and time management
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	Self-starter with strong orientation toward details and results
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	Excellent oral and written communication skills


 

SKILLS                                                                                                                                                                                  
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	Multiple Phone Lines
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	Scheduling
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	Typing 125 wpm
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	10 key by touch
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	Email/Internet
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	Purchasing
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	Setting up Events
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	Acct. Receivables/Payables
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	Knowledge of Medical Billing
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	Triage
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	EON billing system (DOS system)
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	MS Office 97/2000.  Proficient in Word, Excel, Outlook, Schedule +

	[image: image22.png]+




	Working knowledge of Windows 95, 98, 2000 and XP.
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	Insert/Removal Contact Lens Training
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	Evaluate patient needs and offer appropriate materials and sale even for each individual.


 

PROFESSIONAL EXPERIENCE                                                                                                                                        

 September 2001 – November 2007      Prentice Family Chiropractic      Kirkland, WA

 Chiropractic Assistant/Account Coordinator
                  See Attached Document

April 2001 – August 2001     Eye Clinic Northshore             Woodinville, WA
                                          Coal Creek Family Vision       Newcastle, WA

 Optician/Medical Billing Coordinator
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	Custom fit patients with glasses or contact lenses
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	Order lenses and frames 
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	Insurance and Patient Billing
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	General Clerical


   September 2000 – April 2001      Microsoft Corporation        Redmond, WA
                                                 Administrative Assistant
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	Set up trainings for law enforcement officials, FBI agents & US Customs in North America and Canada
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	Receiving/Shipping of all Civil and Criminal Evidence
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	Assist Worldwide Anti-Piracy Investigators
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	Purchase/Ship Software to law enforcement officials
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	Provide general clerical support, including setting up meetings, word processing, shipping, filing, faxing, printing, photocopying and case summaries


 October 1999 – September 2000      Tascor/Spherion              Redmond, WA
                                                      Microsoft Corporation

 Sr. Receptionist
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	Handling multiple phone lines
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	Receiving confidential information and packages
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	Working in Outlook, Schedule+, Excel, Word, PowerPoint, Visio, Streets & Trips
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	Shadowing/Training new receptionist

	[image: image38.png]+




	Provide general clerical support, including conference room set up for meetings, word processing, shipping, filing, faxing, printing, photocopying and mail merges
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	Projects for administrative assistants, including expense reports, create direct report charts, create headtracks charts, registering groups for shows, correlating packages for trainings, mailing projects, review and revise letters/memos, create spread sheets and data entry


  

EDUCATION                                                                                                                                                                        

 May 1985 – May 1987           Del Mar College             Corpus Christi, TX
                                            Associates Degree in Applied Sciences – Computer Programming

August 1981 – May 1985        Calallen High School      Calallen, TX
                                            High School Diploma


COMMUNITY INVOLVEMENT                                                                                                                                       

 May 2006 – May 2008        Church Secretary for Longbranch Community Church        Longbranch, WA

March 2007 - Present       Library Coordinator for Longbranch Community Church      Longbranch, WA

June 2007 – Present        Youth Group Coordinator                                                          Longbranch, WA

  

SALARY REQUIREMENTS:  $16.00 per hour w/medical, dental & vision insurance

                Links
      Return to Dalsing.com
If you have any questions, contact me at penstretcher@dalsing.com. 

