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SUMMARY:
To utilize my education and training, professional background and knowledge of the medical field with my passion for helping others, while allowing room for growth.

PROFESSIONAL EXPERIENCE:
UNIVITA HEALTH							        		                  March 2014- Present
Oxygen Prescription Analyst
· Verify patients insurance eligibility with contracted carriers
· Confirm that patient is still actively being treated my prescribing physician
· Send correspondence to patients when needed requesting updated information
· Sending correspondence requesting  authorization for prescription renewal

ALLEN, KOPET, & ASSOCIATES						       		          February 2014
File Clerk
· Place materials into storage receptacles according to classification and identification information.
· Add new material to file records or create new records as necessary.
· Modify or improve filing systems or implement new filing systems.

MAHNKE'S ORTHOTICS & PROSTHETICS, INC 						      May 2013 - December 2013
Front Desk 
· Answer telephones, schedule and confirm patient appointments.
· Greet visitors, ascertain purpose of visit, and direct them to appropriate staff.
· Operate office equipment or other software applications to prepare reports, letters, case histories, or medical records.
· Interview patients to complete documents, case histories, or forms, such as intake or insurance forms.
· Transmit correspondence or medical records by mail, e-mail, or fax.
· Perform various clerical or administrative functions, such as ordering and maintaining an inventory of supplies.

HELIX MEDICAL CENTER 								November 2012- January 2013
Front Desk 
· Answer telephones and direct calls to appropriate staff.
· Greet visitors, ascertain purpose of visit, and direct them to appropriate staff.
· Verify insurance eligibility and benefits as well as collect and post fees.
· Transmit correspondence or medical records by mail, e-mail, or fax.

SCHILLER, KESSLER, AND GOMEZ, PLC 						        August 2009-August 2011
Medical Records Clerk 
· Perform general office duties such as typing, operating office machines, and sorting mail.
· Add new material to file records or create new records as necessary.
· Find and retrieve information from files in response to requests from authorized users.
· Scan or read incoming materials to determine how and where they should be classified or filed.
· Place materials into storage receptacles according to classification and identification information.
· Modify or improve filing systems or implement new filing systems.

BROWARD COUNTY CLERK OF THE COURTS 						                 June 2007- May 2007
Court Specialist 
· Answer inquiries from the general public regarding court appearances, trial dates, outstanding warrants, or payment of fines.
· Instruct parties about timing of court appearances.
· Direct support staff in handling of paperwork processed by clerks' offices.
· Collect court fees or fines and record amounts collected. 

EDUCATION
FLORIDA BIBLE CHRISTIAN SCHOOL 								June 2000							

ATI CAREER TRAINING CENTERS 								        September 2012	

Received training for Medical Administrative Assisting specializing in Medical Billing and Coding in which I received a Nationally Registered Certificate as a Certified Coder for ICD-9, HCPCS, and CPT.
