Marquita Lamb

437 Bridgeport Place
Monroe, GA  30655

Home:  (770) 599-7147 or (678) 612-7287
Email Address: nikkinickole99@gmail.com
OBJECTIVE:  Seeking an opportunity to apply my experience in an environment conducive to excellence and growth, in which I can utilize my excellent communication and customer service skills. Seeking the opportunity to grow and become a valued asset to your facility as a Medical Office Assistant.

HIGHLIGHTS OF QUALIFICATIONS: 

· Diligent and professional Medical Office Assistant
· Highly motivated and willing to cross-train

· Medical Terminology and Customer Service orientation

· Electronic Health Records /Administrative and Managerial Support

· Anatomy and Physiology

· Strong organizational and cross-cultural communication skills

· Computer skills: Microsoft Office (Word, Outlook, Excel), data entry, advanced web researching, social media

· Medisoft and CPT Coding

· Insurance Carrier Knowledge and verification of insurance information
EDUCATION: 

Allied Health Institute-Plantation, FL

     



 03/2014
Medical Office Assistant Diploma
PROFESSIONAL EXPERIENCE:
ASFC Therapeutic Outreach- Covington, GA




03/2014-04/2014

Medical Records/Billing Dept. Supervisor
· Input treatment plans, and service authorizations into the computer system for consumers.
· Make sure that all proper documentation is signed by physician, and all medical paperwork is filed securely in consumer’s file. 
· Supervise over medical records department, and billing to make sure all encounters are getting properly paid.
· Scan and upload documentation on consumers.
· Assist with registering consumers during their office visits, while also setting up new office visits.
· Use of ICD-9 codes 
Beyond Care Inc. - Chicago, IL





11/2010- 11/2013 

Medical Biller, Administrator

· Processed client’s medical insurance for payment for services.

· Researched medical insurance plans for clients without coverage.

· Made telephone calls to insurance companies when there is a problem in billing, and or 

medication coverage.

· Scanned, and faxed documentation into home office for verification and billing purposes.

· Mailed out paperwork to clients that might need signatures for payment.

· Attended live meetings via internet for company training, and new procedures.

Express Pros- Valparaiso, IN






06/2010- 09/2010

Front Office Coordinator/Employment Specialist

· Excelled in role requiring the ability to handle a variety of customer service and administrative tasks and resolve customer issues with expediency.

· Demonstrated proficiencies in telephone and front-desk reception within a high-volume environment. Calmed upset/angry customers researched and rapidly solved problems while building client trust to prevent the loss of key accounts.

· Led “cleanup” of company database and files. Restored organization to personnel, financial and operational records and accelerated data input, processing and retrieval times.

· Consistently praised by management for the quality and timeliness of reports, attention to detail, exemplary customer service delivery and team-player attitude. 

· Interviewed, and placed clients with job contractors for temp to permanent employment.

Alpha Rae Personnel- Fort Wayne, IN                                           

      01/2008- 05/2010
DHS Intake Clerk

· Served as first point of contact for potential clients, faculty and staff calling or visiting the main public assistance office. Efficiently operated office switchboard and provided prompt, courteous and knowledgeable assistance.

· Handled all outgoing mail through fax, scan and drop off. Also, processed all incoming office mail by stamping and dating, and making sure it went to appropriate addressee.

· Interviewed individuals to see if they were eligible for state benefits through income verification.

    Baby Drops Inn CEC – Chicago, IL 

                                          03/2003- 01/2008

    Administrative Assistant        

· Served as liaison from the owner of childcare center to parents.

· Collected payments from clients, and kept documentation in office currency log.

· Demonstrated proficiencies in telephone and front-desk reception.

References Available Upon Request
