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Summary
Contains over fifteen years of experience with data entry efficiency in various functions and software.  Acquired knowledge of billing cycle, insurance attachment and verification, and patient information access through completed medical billing program.  Also through said education, and practice outside of the study field, gained experience in Microsoft Office functions: Word, Excel, and PowerPoint.  Was able to manage multiple data entry functions in a timely and effective manner.  Also highly organized in the field of document, and physical material, sorting, along with being able to sustain a routine of lifting about fifty pounds for a given task.

· Computer Skills
· Microsoft Word, Excel, and PowerPoint
· Organizational Skills
· Computer Literate
· Team Player
· [bookmark: _GoBack]Creative
· Meets Deadlines
· Internet Research
· Detail Oriented


Experience
Kent District Library, Collection Services Assistant – July 1999 to May 2013

· Supplied nearly 14 years of uninterrupted service in a rapidly evolving environment.
· Displayed a willingness, and eagerness, to learn responsibilities of a position reclassification.  Was left to own devices for new process in a month’s span.
· Retrieved and edited online computer records for circulation items.  This was coupled with at least three software transitions during my tenure.
· Produced record results as part of voluntary groups for the “Dewey Free” library project.  Traveled to multiple libraries to re-label non-fiction items.  Project was completed months before projected completion date.
· Utilized computer knowledge to perform quick information gathering.  Often was complimented on speed and efficiency.


Aerotek, Data Entry Clerk – November 2013 to March 2014
· Processed Pitney Bowes US and Canada employee documents.  This required learning two separate coding guidelines, along with occasional Quebecois-language document sorting.

· Processed Mendolez Trademark documents.  This set of documents were often very time sensitive, and were often completed ahead of final contract expiration date.  Was also called on, exclusively, to help with massive overflow contracts detailing with Mendolez Trademark.

· Processed United Nursing documents.  Became a specialized contributor to this document set.  Required knowledge of accessing patient records, along with making clear to physicians why claims were rejected by insurance companies.

· Processed Seterus documents.  Learned, in about the span of a month, 19 separate documenting tasks, in relation to ever-evolving sets of guidelines for the contract.  Contributed to one instance of overtime scheduling, to assist in document overflow control.

M37 Auctions, Customer Service/Data Entry – September 2014 to December 2014

· Posted new auction item listings to store business Ebay site.  Process was instigated within first week of employment, and has been a readily-refining process of learning and perfection per employment standards.  Very open to corrections and shortcuts to make tasks easier

· Retrieved Ebay auction items within warehouse for customer service pick-up.  Maintained fast and courteous rate of retrieval, ensuring professional and personal satisfaction with coworkers and customers.

Blue Care Network/Acro, Data Key Entry Operator/Contractor – December 2014 to Present
· Utilized a dual-monitor computer arrangement for successful management of productivity.  Main entry responsibilities were greatly enhanced by this approach, and compliments of efficiency were noted.

· Studied multiple functions with in-company software programs, such as MACESS and Medical Infomatics.  This process of evolving on-the-job education assisted in a defined, and refined, sense of awareness, responsibility, and creativity.

· Organized documents for scanning purposes.  This showcased not only accurate cover sheet entry abilities, but attention to document sorting order, and practical application of HIPAA standards for security and quality.


Awards and Honors

“Cool School” Kent District Library Team Recognition for 2011 and 2013.

Education

Mercy Health – May 2013 to July 2013
· Customer Services Department Extern program, connected to Medical Billing program.


West Michigan Center for Arts and Technology – January 2013 to May 2013
· Medical Billing program completion.

Creston High School – 1994 to 1998
· Graduation of high school education.

