GINA M. LAWARY

4214 Crest Dr. Dayton, Ohio 45416  (937)274-5808  ginalawary@yahoo.com
PROFESSIONAL EXPERIENCE
Dayton Freight Lines, Dayton, OH




July 2011 to Nov 2013
Part Time Biller
· Perform data entry of bills into the As400 system. Learn & retain industry terms as it pertains to billing. Become familiar with NMFC freight classification. Communicate any billing issues to the Service Centers. Performing all necessary audits as assigned. Proper hazardous materials bill entry (as assigned). Assist Service Centers with any questions relevant to billing

· Request additional masking and/or modifications of existing masks. Assist in identifying and communicating all issues relevant to billing. Review weekly Error Report for feedback and accuracy of corrections
Adecco/MetLife Insurance, Dayton, OH




Dec 2010 to June 2011
Customer Service
· Servicing incoming calls from short term and long term disability insurance claimants inquiring about claim status, payment and benefit information, filing new disability claims. Advising callers on the disability insurance claim process

· Along with servicing calls from healthcare providers, requesting medical information on behalf of claimants, clarification of medical records, and ICD9 and CPT4 code verification. Averaging 45-60 calls per day.
The LexisNexis Group, Dayton, OH




Sept. 2008 to Feb 2010
Research Associate

· Creating and providing highly technical search techniques to retrieve news, financial and public records data from various sources. Educating clients on how to obtain such documents for future use on multiple LexisNexis software products. 

· Provide high quality telephonic support and problem resolution to approximately 35-65 customers each day, in a manner which meets or exceeds defined department standards.
University of Cincinnati Hospital, Cincinnati, OH
Oct. 2005 to June 2008
Health Unit Coordinator 










· Logistics and planning with admitting/discharge department. Assigning patient beds. Discharge processing and monitoring patient flow. 
· Transcription and data entry of Doctor’s orders

·  ICD-9 medical coding and billing

· Creating and maintaining spreadsheets, word documents, and reports
EDUCATION

Trotwood Madison High
SKILLS
Excel, Word, Powerpoint, Access, Outlook, QuickBooks, Great Plains, JD Edwards, AS400

