DAPHNEE MARCELIN

16 Arlington Street
Reading, Massachusetts 01867
Dmarcelin07@gmail.com ~ TEL: 857-544-9378
EDUCATION

· Cambridge College - Cambridge, MA

Liberal Arts Bachelor's Degree, 2008
· Quincy College, Quincy, MA 


Associates Degree,  2003
EXPERIENCE

ISO-Crowe Paradis




February 2013 – Present 

CMS/Account Services Coordinator

· Review and manage daily work queue Work in a team environment to complete and submit files to CMS for approval

· Review files for accuracy and completeness, and assist clients with obtaining providing the necessary documents required by CMS for approval 

· Follow up with the WCRC to review files and determine what documentation is needed to complete their files. 

· Ensure turnaround time standards and terms of Service Level Agreements are met 

· Assure timely and efficient response to clients’ needs 

· Update clients on the status of their cases to ensure that they are kept up to date on the status of their pending files 

· Assist CMS/Account Services Compliance Manager in other tasks as determined appropriate 
· Electronically sort files for medical writers and for CMS submission

· Send out releases to claimants 

· Indexing electronic  and paper documents to respective files 
Athenahealth, Inc




June 2008 to October 2012
Insurance Package Analyst 



 

· Verification of medical policies and eligibility of Insurance.

· Create and maintain insurance packages for commercial, workers’ 
  
        compensation, motor vehicle and legal payers.
· Maintain Insurance database to ensure the most up to date contact information and mailing address for the client’s needs as well as claim submission.
· Assist team members with daily workflow so metrics are met.
· Completion of Daily Insurance Package Requests within set metrics.

· Research various cases from Clients with problems on claim submission.

· Resolve escalated cases sent from Clients using SugarCRM.

· Auditor for monthly review of Sugar Case resolutions completed by team to ensure cases are done appropriately. 

· Payer Performance Management Projects completed by set deadline.
· Lead for Projects in improving the team’s performance on daily metrics.

· Create many new policy processes for an efficient team workflow
· Assist clients with practice management workflows 
· Created and maintained team SharePoint site
· Internally assist with insurance package troubleshooting 
Athenahealth, Inc 




August 2006 to May 2008
Claims Representative
• Printed all workers’ compensation claims and attach necessary attachments for claim submission.

• Prepared, organized, & signed claims for submission.
• Responsible for the ordering of claim forms for Medicaid NY and VA as well as the weekly 
  submission of claims for the state.

• Ensured the correct EOBs are printed for each secondary claim.



• Ran and worked Illinois claim worklist.

• Printed and mailed Corporate Billing Batches weekly and monthly.

• Managed and populated spreadsheets for special projects.

• Ensured quality assurance is performed on every claim before it was sent out.
• Organized weekly team meeting agenda

Law Office of Pamela J. Schaefer 



August 2005 to August 2006

Paralegal/Legal Assistant/Office Administrator

• Independently worked and maintained cases.
• Made sure all time sensitive matters were met.

• Gathered and certified medical bills and records.

• Extensive phone and in-person contact with clients.

• Service of Complaints and Summons.

• Perfected Subpoenas and Subpoenas duces Tecum.

• Client intakes to answer interrogatories.

• Client intakes to produce Request for Production of Documents.

• Assist in all phases of litigation.

• Document filing with appropriate Courts.


• Scheduled depositions as well as any travel arrangements.

• Drafted wills, health care proxys, power of attorneys, springing guardianships.
                 Deeds and all other documents pertained to probate.

• Drafted release forms.

• Opened electronic file along with paper file.
• Drafted Complaints, Affidavits, Pre-Trial Memorandums and all documents pertained to divorce  

  proceedings.

• Drafted letters to clients.

• Researched extensively for court cases and trials.

• Maintained the need of all office supplies and day to day functions. 
Law Office of Howard M. Kahalas



 May 2005 to August 2005

Worker’s Compensation Paralegal/Legal Assistant


• Extensive phone and in-person contact with clients.

• Worked closely with attorneys regarding all matters.
• Made sure all time sensitive matters were met.
• Reported claims with insurance companies with regard to worker's 
 
               
   
  Compensation claims.

• Filled out Personal Injury Protection applications with regard to Worker's 
 

                 Compensation.


• Requested Personal Injury Protection exhaust letter from insurance companies.

• Assembled bills and records to form demand packages for the Department of 
  
  

                 Industrial Accidents.

• Drafted letters to hospitals, doctor's offices, insurance companies and clients.

• Gathered and certified medical bills and records.
• Scheduled hearing dates for the attorney at the Department of Industrial 
 
  
        

  Accidents.

• Scheduled depositions as well as any travel arrangements.

• Drafted release forms.

• Transcribed letters. 
Law Office of Michael F. Germano


 September 2003 to January 2005

Paralegal/Legal Assistant

• Independently managed caseload of over 20 cases.

• Made sure all time sensitive matters were met.

• Extensive phone and in-person contact with clients.

• Worked closely with attorneys regarding all matters.

• Reported claims with insurance companies with regard to Worker's 
 
               
   
  Compensation claims.

• Filled out Personal Injury Protection applications with regard to Worker's 
 

                 Compensation.


• Requested Personal Injury Protection exhaust letter from insurance companies.

• Assembled bills and records to form demand packages for the Department of 
  
  

                 Industrial Accidents.

• Drafted letters to hospitals, doctor's offices, insurance companies and clients.


• Gathered and certified medical bills and records.
• Scheduled hearing dates for the attorney at the Department of Industrial 
 
  
        

  Accidents.


• Scheduled depositions as well as any travel arrangements.

• Drafted release forms.

• Transcribed letters. 
COMPUTER SKILLS
· Proficiency with Microsoft Office
· AthenaNet, SugarCRM, E-Clinical Works 

· Litigation Software packages, Lexis, Westlaw and Turbolaw

· Knowledge of Windows Millennium and Windows XP

· Proficiency with Dictaphone

LANGUAGE
· Fluent in Haitian Creole
· Working knowledge in French
References available upon request[image: image1]
