1125 nottingham street lafayette, colorado 80026
(512)850-1551( shellee118@yahoo.com

Michele Davila
objective
To obtain a rewarding and challenging position in which I can apply my extensive Customer Service skills. 

Well organized excellent written and verbal communication skills and the ability to adapt well to a fast-paced work environment.

SUMMARY OF QUALIFICATIONS
· Certified in Medical Administrative Specialist
· Excellent customer service skills

· Ability to multi task

· Type 60wpm

· Detailed oriented
Work of experience

2010-2012    Texan Surgery Center                          Austin, Texas

Insurance Verification

· Verify facility eligibility/benefits for patients scheduled for ophthalmology or otolaryngology/head and neck procedures.

· Calculate estimate out of pocket depending on the patient’s benefits.

· Advise patient a few days before surgery day of there estimate out of pocket for the facility amount that the facility will collect the day of there surgery.

2008-2010 Vascular & General Surgery Associates   New Braunfels, Texas 

Receptionist/Collections

· Greet patients with excellent customer service, Check in/Check out patients, collect copays or balances, schedule follow up & new patient appointments, prepare medical charts ,filling ,faxing & answer high volume of phone calls,

· Monitor accounts with balances that are outstanding and make follow up phone calls to patients to try to collect on outstanding balances.

· Verify eligibility/benefits for new patients and follow up patients

· Prepare charts for receptionist to collect proper amount at time of visit, past due balances, deductable, copays and coinsurance.

· Prepare  medical records for  medical records request

· Schedule diagnostic procedures for routine follow up visits
2005-2006              Girling Home Healthcare             Austin, Texas

Case Manager Assistant

· Performed data entry functions by entering oasis.
· Compiled reports on patients not scheduled for visits on a daily basis.
· Answered high volume phone lines and directed to the appropriate destination.
· Filed paperwork according to company protocol.
                                2004-2005              Austin Heart                              Austin, Texas

                               Central Scheduler

· Answered high volume telephone lines.
· Scheduled new patients for diagnostic testing or cardiologist consultation

· Responsible for instructions to be given to patient for any diagnostic testing.

· Verified insurance prior to scheduling patient for diagnostic testing or consultation.

· Responsible for completing on a daily basis a doctor’s hospital schedule.

                                2003-2004               Concentra Medical Center           Austin, Texas

                                Front Office

·  Greeted patients and visitors and directed them accordingly, and check in patients in accordance with client company protocols. 
· Answered high volume telephone lines and directed the call accordingly.
· Performed data entry functions by entering client charges daily

· Filed paperwork according to client company protocol.

· Assisted with inventory maintenance of office supplies and printed forms. 

· Compiled figures for reports in daily closing and send copies to appropriate personnel.

· Maintained front staff scheduling to ensure adequate coverage at all times.

· Obtained referrals for patients to other medical facilities.

1993-2001                Dell Computer                          Austin, Texas

Material Assistant

· Applied excellent customer service skills

· Processed data for each shipment received

· Collected customer information for data entry

· Issued parts to the assembly lines that were requested.

· Prepared excel spreadsheet for everyday status of shipments received.

· Answered phones and assisted customers.                      
education
2002-2003       Austin Business College                   Austin, Texas

Medical Administrative Specialist

