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	QUALIFICATIONS
Experienced hardworking manager with nearly five years experience in healthcare/administrative services industry. Seasoned communicator with proven success building and maintaining relationships at all levels of an organization, both externally and internally.  Energetic, self-motivated and strong leader with a solid history for delivering high-quality and timely products and projects. Savvy in event planning with minor marketing experience.

PROFESSIONAL EXPERIENCE 
 
MMC Group,(Glendale, Colorado)                                         06/2014-10/2014   
Human Resources Manager
· Functioned as the point of contact between corporate office and clients onsite location 
· Managed and recruited top talent by sourcing and interviewing of new candidates 
· Provided coaching/counseling to staff of 100+ 
· Payroll (ADP)
· Maintained all office polices and guidelines
· Handled reporting and analyzing report details
· Established productive, professional relationships with key personnel. 
· Assisted with meeting assigned Call Center targets outlined by Sr. Management and the client 
· Proactively led joint company-strategic planning processes to develop employee performance metrics
· Proactively clarified and validated customer needs on an ongoing basis. 
· Provided solution development efforts that best address employee needs, while coordinating the involvement of all necessary company personnel. 


 
CreekSide Physical Medicine,(Boulder, Colorado)                          10/2012-1/2014              
Office Manager/Administrative 
· Maintained all employee files such as PTO, address changes, changes to tax forms, and health insurance updates.
· Meet with patients and vendors in person, phone or via skype, answering any direct questions regarding the practice.
· Maintained confidence regarding patient information according to HIPPA guidelines.
· Medical billing and Coding/Payment posting
· Assisted with research, drafting appeal and referral letters.
· Prepared month end reports by collecting and analyzing information.
· Managed staff relations including evaluations and performance
· Managed  calendar and monthly travel schedule for physicians planned meetings, conferences
· Direct supervision of 9 employees.
· Implementation and maintained all office polices and guidelines.
· Responsible for staff scheduling, recruitment, and termination process.
· Payroll processing through multiple companies and interoffice using QuickBooks.
· Monitored and maintained all bank and cash accounts 
· Tracking Budget Expenses, Planning  
· Develop and maintain strong client and vendor relationships.  
· Responsible for ordering supplies and tracking of major injections such as BOTOX 


	
	

	 

	 
 
		 
 
   
	Greater Denver Infectious Diseases,(Denver, Colorado)              01/2010-07/2012 
Billing Manager 
· Responsible for business administrative operations in support of outpatient care. 
· Coordinator of Practice billing including; daily charge entry and reconciliation.  
· Recording and reducing A/R, government and commercial denials and follow-ups. 
· Daily interaction with diverse payers including Government and Commercial   
· Develop and maintain strong client and vendor relationships.  
· Responsible for ordering supplies and tracking of infusion services. 
· Preparing monthly and quarterly financial reports, daily/weekly reports.  
· Direct supervision of 7 employees.   
· Coordination of new hires and terminations related to the billing department  
· Maintaining productivity metrics, employee supervision, payroll, and employee evaluations. 
· Development and implementation of new collections and billing policies and procedures at the Practice. Responsible for reconciliation and proper re-allocation of >$100,000 in billed charges. Solely reduced Practice A/R by greater than 30%. 
 
Cochlear Americas,(Centennial, Colorado)                                   07/2008-05/2009 
Lead Reimbursement Specialist 
· Responsible for obtaining DME authorizations for government payers, specifically Medicare and Medicaid for multiple states.  
· Advanced knowledge of issues in dealing with government payers.  
· Obtaining and documenting service authorization and benefit verification. 
· Maintained excellent customer service in a high stress environment.  
· Responsible for appeals and denials of DME products   



Education  Insurance Coding and Billing Specialist Diploma         5/2006-4/2007 
CONCORDE CAREER COLLEGE, (Aurora ,CO) 
3.38 GPA 
Three time student of the month 
Metropolitan State University of Denver                       Current 
 
Volunteer Experience  
9News Health fair 4/2009 & 4/2010 

Administrative/Check in 
Assisted patients with check in process, completion of forms, assisted with health insurance questions. 
Assisted vendors with booth prep and station set up 
Helped to maintain organization with vendors and their stations 


 
 
 
	

	 
	 
	


 

