Vistas de Luquillo 2, Bloq 2 Casa F5
Luquillo, PR 00773
787-435-9238
scintrjrd@yahoo.com
susana cintron jurado
	Objective
	
	Experienced Administrative Assistant Professional with 7-Year background in Administration.  Broad knowledge in Customer Service and Account Receivable.  Interested in pursuing an Account Receivable Clerk Position.

	skills & Habilities
	
	Language 
Bilingual, Speak, Reads and writes English and Spanish.
computer skills
[bookmark: _GoBack]Word and Excel Proficient, MS Office Proficient, Working Knowledge Peachtree. Ability to organize, store and retrieve data.  Proficient in Outlook.  Solid phone skills.
cOMMUNICATION
Good attitude, Good written and verbal communication, Reliable and Responsible.  Strong communication, organization and time management skills 



	Experience
	
	Billing Officer, Insight Radiology Puerto Rico
2009 - 2013
Perform general office duties such as: Proportional office supplies and other necessary in the administration department.
Experience in reconciliation of payments, collection, basic knowledge in ' account payable ‘, Prepare and post claims and adjustments as needed. Prepare and mail invoices with proper documentation same day as transferred to Accounts Receivable.   Responsible for purchase orders, organization, distribution and control of office supplies, office suppliers and inventory. Distribution of internal and external correspondence, including faxes received, archival records, and any other work required. 
CONTACT OFFICE SECRETARY, HEALTH SUPPLEMENTARY SERVICES, INC.
2008 - 2009
Reply Supervisor / RN Coordinator in your area.
Responsible for purchase orders, organization, control and distribution of supplied and medical equipment, office supplies, printing, and custody machines hyper alimentation.
Responsible for billing for services.
Custody and controls the Petty Cash.
Directs the phone to patients and families on the program and admission requirements.

	Education
	
	Interamericana de puerto rico, recinto de fajardo – bachellor’s
GPA 3.20, Coursework includes Administrative Theory, Telecommunication in Office, Principles of Economics, and Information Processing medical Offices.  Also Introduction to Accounting I, Medical Service Billing, Information and Computer Literacy and Graphic Arts Design for Offices.

	Communication
	
	Via Telephone personally negotiated and collected from three different health insurance companies, $36,000.00 from previously considered not collectible past –due payments.

	Leadership
	
	Increased cash flow 15% by developing and implementing a new billing and collecting system.

	References
	
	Liza lopez
Co-Worker, Ricoh-Lanier Business Center
1-336-517-5018
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