14023 Crossing Way West[image: ]
Edmond, OK 73013
(580)763-1409
LHarris1289@gmail.com
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OBJECTIVE: To obtain a full-time job that will utilize skills management, contracting, accounts receivable and/or customer service. 
[bookmark: _GoBack]Available to relocate quickly to the Denver area.

EDUCATION:                                 											
University of Central Oklahoma- Edmond, Oklahoma							GPA: 3.61
Bachelor of Science in Business Administration							December 2011
Major: Business Management

WORK EXPERIENCE:													
Contract and Facility Coordinator								Oct. 2013-Current
180 Medical, Inc.- Oklahoma City, Oklahoma
· Maintain active contracts and licenses to include re-credentialing and updates
· Assist in completing (RFI’s) request for information and (RFP’s) requests for providers
· Complete Health Plan contracts and applications and review for accuracy
· Create and maintain computer and hard copy files
· Answer questions from inside and outside the company regarding insurance networks
Resolutions Specialist										Oct. 2012-Oct. 2013
180 Medical, Inc.- Oklahoma City, Oklahoma 
· Reviewed accounts 60-90 days past due to accrue accounts receivable
· Followed up with private and commercial insurance companies to resolve billing and payment issues
· Resolved billing issues with customers or insurance companies resulting in several claims paying
over $8,000 revenue in one day
· Resolved second level customer complaint issues
· Promoted to Contract and Facility Coordinator
Billing Specialist											Jan. 2012- Sept. 2012
180 Medical, Inc. - Oklahoma City, Oklahoma								
· Submitted claims to Medicare, Medicaid and commercial insurances 
· Re-filed and appealed claims, or contacted customers to accrue accounts receivable in a timely fashion
· Reviewed shipping orders to ensure proper billing and coding
· Utilized Microsoft Office to create professional memos to appeal claims or send letters to patients
· Understand patient confidentiality in accordance with HIPAA
· Promoted to Resolutions Specialist

Clerk												July 2010- Jan. 2012
Clinic Pharmacy- Edmond, Oklahoma							
· Demonstrated time management skills when making deposits and delivering medication to patients
· Developed relationships with customers to serve them better
· Organized files in store and on computer to create a successful workspace

Sales Associate											Oct. 2009-July 2010
Patti’s Hallmark- Edmond, Oklahoma							
· Checked in merchandise to verify order was correct and maintain current inventory
· Took customer phone calls 
· Completed start-to-finish sales processes

ACTIVITIES & AWARDS												
Deans Honor Roll										May 2009 & May 2011
			
Academic Projects
· Utilized social media to complete a project with students from a college in Philadelphia
· Worked with a group to create an online website to promote an imaginary Cupcake Company, researched different types of patents and trademarks that would be associated with implementing a company

Volunteering
· Played games with Senior Citizens thereby enhancing communication and customer service skills
· Assisted in coordinating the food service for Biting the Apple art show, the largest art expo in Oklahoma City
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