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Objective
 
I am seeking an opportunity to expand my career with a company which better utilizes my skills and talents.
 
Qualifications
 
· 5+ years in clerical, medical office environment, knowledge of  Microsoft Word, Excel andOffice
· Keyboard 35+ wpm and 10-key experience
· Basic Bookkeeping
· Strong problem solving
Relevant Experience
 
August 9, 2004 - PresentAllina Home Oxygen & Medical Equipment      St. Paul, MN
 
Abbott Branch Home Coordinator 4/4/2011 to Present
· Providing Customer service to patients over the phone and in person
· Greeting and helping customers find and order medical equipment
· Answering questions  regarding  durable medical equipment
· Processing payments through Allina Health Home Oxygen system and payment navigator
· Timely entering of customers into TIMS system for product received
· Verifying insurance coverage for customers through Healthia Exchange or ZIRMED
· Maintain proper levels of inventory for daily needs and activity
· Detailed inventory counts on products
 
Documentation Specialist 5/12/2008 to 4/1/2011
 
· Responsible for obtaining documentation from providers for insurance companies for payment as needed  
· Sleep studies sleep apnea equipment
· Orders for mobility devices, breast pumps, nebulizers or other assistant for daily living.
· Additional information for wheelchair orders for certain government payers. 
· Submitting the documentation to the insurance companies to ensure payment
 
Material Handler 8/9/2004 to 5/9/2008
· Loading medical equipment into the trucks
· Pulling orders for customers, Allina Branches and hospitals
· Maintaining an inventory tracking system for medical equipments
· Light housekeeping in the warehouse
 
Education
 
2000-2002Normandale Community CollegeBloomington, MN
 
References:
Amber Baltus  763-807-1091  Coworker from Allina Home Oxygen
Kent Lee      763-789-4253     Friend
 
 
 
 
Additional Info
Career Information
Most recent employer
Allina Health System
Relevant work experience
-
Highest Education
Some College Coursework Completed
Career Level
Entry Level
Availability
Within one month
Location
US-MN-Minneapolis
Relocate
Will Relocate
Travel
-
Willing to work weekends
-
Security clearance
No
Willing to work shifts
-
Target Job
Company size
-
Desired status
Full Time
Job type
Salary
-
Locations
US MN Minneapolis 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
General Administrative
Industry
Healthcare Services
Occupation
Administrative Support
Data Entry/Order Processing
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency
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