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	Administrative Services
·     Obtained complete and accurate patient, demographic and insurance information, identifying all payment sources and pre admission certification requirements to enhance the revenue cycle and prevent denials of reduction in benefits.

· Arranged admissions and transfers based on medical necessity and appropriate level of care. Ensured legal regulatory compliance; Emergency Medical Treatment and Active Labor Act (EMTALA).  
· Maintained patient accounts. Monitored conference calls between physicians to determine clinical acceptance or denial. Aided in providing healthcare services such as pain management, wound care, and patient education.

·  Provided complex administrative and/or project support to the department head,   managers and/or staff members to include the following: answers phones, takes messages, screens calls, & greets visitors or outside vendors; in addition to assisting in resolving administrative issues. 

· Organized office operations and procedures; tracks expenditures to include billing & payment authorization on behalf of the dept. manager; authorizes refunds across business units and generates expense reports.
· Assisting in the preparation, copying, data entry and assembling of complex technical documents including reports, specifications, databases, and spreadsheets (including proficiency in graphing and charting functions of spreadsheets; graphics, tables and figures in Word). 
· Interprets policies and procedures, codes, regulations and standards to customers and others regarding operational activities, problems and complaints.

	
	Customer Service
· Provided first point of contact support to incoming calls/emails/requests from customers (e.g. associates, managers, candidates, dependents) to answer questions, resolve issues and respond to inquiries.
· Contact customers to respond to inquiries, to notify them of claim investigation results, or any planned adjustments

· Management of customer complaints to achieve long-term solutions; monitored and analyzed customer accounts. Researched, compiled, prepared and resolved complex issues related to billing.
· Overseer of special taskforce responsible for turning around and restructuring underperforming departments; trained CSRs in three struggling departments, and contributed to significant improvements in consumer satisfaction and sales.
· Identified and resolved customer issues and anticipate future needs by explaining/suggesting/providing additional information that the customer needs.
· Review claims adjustments with clients’, account managers and vendors examining products claimed to be defective and approving or disapproving claims.
· Familiarity of recruiting, selecting and appraising staff: building effective and efficient teams.

	
	Social Care
· Coordinated services such as prenatal and postpartum care, nutritional needs of the mother and the baby as well as housing needs for at risk pregnant teens and adults to promote healthy babies and reduce negative birth outcomes.
·  Provided case management to mentally ill female offenders by linking internal and external mental health, substance abuse and trauma treatment needs for program participants to better ensure successful community integration. 
· Co-Facilitated recovery groups; with female mentally ill offenders who currently and or previously incarcerated in the Denver Women’s Correctional Facility. 
· Attended and advocating in parole hearings & for offenders on parole in the  community through coordinated intensive pre-and post release treatment.
· Assisted clients in coping and solving problems or transitions in their life: adopting a child, death of a loved one, or being diagnosed with a terminal disease.
· Refer patient, client, or family to community resources to assist in recovery from mental or physical illness and to provide access to services such as financial assistance, legal aid, housing, job placement or education. 
· Monitored, evaluated, and recorded client progress according to measurable goals described in treatment and care plan. 



	
	Work History

	
	06/ 2008-02/ 2010, Forensic Case Manager, Aurora Mental Health Center, Aurora, CO
12/2006-06/2008,  Care Coordinator,  Healthy Start Project, Aurora, CO
10/2004-12/2006,  Temp, Sunnyside Temp Agency, Denver, CO
12/1997-07/2000,  Lead Customer Service Representative, Startek Inc., Aurora, CO

	
	Education
    Capella  University    MN, Minnesota                                            11/2011-05/2013

Masters of Science in Human Behavior 

  Columbia  College    Aurora, CO                                                   08/2005 - 05/2008  
Bachelor of Criminal Justice



	
	     Aurora Community College of Aurora, Aurora, CO                   08/2001-05/2004
 Associates of Arts in Criminal Justice



