Inez M. Williams

5059 Utopia Court

Denver, Co 80239

303-371-1644

inez.m.williams03@gmail.com

OBJECTIVE

 Join an organization to contribute my experience and knowledge; a company that promotes education and advancement within the organization.

SKILLS

Patient Call Center, Microsoft Excel, Billing Insurance, IDX RAD, Dcom

Eligibility Inquiring, MediPac, Tevix, MDServices, PACS, Scanning EOB ERA            Skip Tracing, Image Caste, Microsoft Windows, Microsoft Outlook, EMED System

Charge Entry, Touch Works, Pamara, CMS-1500, IDX REG, Allscripts, Coding ,EMR, EHR

TRAINING

Ambassador Training, HIPAA Training, Six-Sigma Training, AIDET Training, DISC Training

EDUCATION

8/13-12/14 Pima Medical Institute                      MAA


1994 Graduate, Denver High School

VOULNTEER

3/2002-5/2005

Quest Diagnostics 9news Health Fair

Responsibilities- were to check ABN information that the Lab keys into the System. Making sure that the order is correct on the test and patient information was correct in the Lab Billing System.

ADWARDS-AMAZING Award     Most Valuable Employee

WORK HISTORY

 Care Giver (Relative HOME)                                               Aurora, Co   6/2010-1/2013

Responsibilities-were to get patient up in the morning, wash and dress. Check patient blood sugar level and adjust insulin as needed give morning meds with breakfast; at lunch give patient afternoon meds; wash cloths; change bedding. Take patient to doctor appointment, wound care, adult day care; nighttime give patient dinner with and meds check appointments blood sugar level for night insulin dose; help patient change into night clothing and help patient to bed. Patient was able to go to the restroom and bath on their patient just needed someone to assists at times.

University Hospital-Radiology Department-(Radiology Tech Assistant) Aurora, Co 8/2006-6/2010  

Responsibilities-are to check in patient for department was 220 patient; MRI, CT, Diagnostic Radiology, Nuca Med, Pets, Dexa, MRI & CT Scheduler Diagnostic Radiology; appointment that consent of swallows, injection, and small bowel follow through.  Also collect any co-pay from patient, insurance card, refunds, balance and deposit; go over paper work for the type of scan that the patient is having; responsible for covering the file room at night and burning images to the Pacs systems on the disc for patient, ER, Units and other hospitals.

                                                                                                   Inez M. Williams

                                                                                               5059 Utopia Court

                                                                                             Denver, Co 80239

                                                                                     303-371-1644

                                                                                        inez.m.williams03@gmail.com 

University Hospital- Breast Center CTA                   Aurora, Co 3/2006-12/2008

Responsibilities are to check in patient daily 250; on the Mammograms side, Doctor Side into the IDX Reg and IDX Rad taking co pay for patient. Mammograms after checking in the patient; take the patient back to the changing room to get the patient ready for their Mammograms. Keeping the gowns stocked, cleaning the room, print letters and send them out to the patient to inform them of the results of their Mammograms and to send out the remember letters; make core biopsy packets, Ductal packet, and stereo biopsy packet; also make appointment for the Breast Center patient as well as the Mammograms side. Other responsibilities are to do the charges for the Breast Center; answers phone and make appointment for patient inbound and outbound calls as well as walk up appointment for Breast Center, Mammograms to scheduled appointment and also new patient registrations.

Bryant Staffing-Rubin& Raine(Patient Billing)   Aurora, Co 2/2006-3/2006

Responsibilities-To take incoming calls130 from patients and Insurance Company on outstanding,100 outgoing calls on Medical Bill with hospital contracted with Centura Health. Set payment plan for patient, take credit card payment over the phone, and help patient set-up charity consideration. Solve any problem with patient billing issue; also set-up patient Insurance information in the Pamara System; Bill Insurance and patient for unpaid balances. Search for correct patient phone number and address (Skip-Tracing); also go over patient charges in the MediPac System.

Quest Diagnostics, Billing Coordinator 1          Denver, Co 3/2002-11/2005

Responsibilities- Were to work on United Healthcare, Aetna, Blue Cross Blue Shield, UHIN, and Mail-Handlers EOB; clean all patient accounts on the ERA (Electronics Report Audit), which turn come for the Bank of America which is download to Quest Diagnostics Bank. We than receive a conformation E-mail from Bank of America letting me know that a deposit has came in as an EFT (Electronic Funds Transfer). The EFT would tell how much the deposit is and how many where paid.  Would down the EFT onto a Microsoft Excel sheet which would drop over 2000 accounts; payments could be for thousands of dollars to millions of dollars in payments for the month. Post unapplied funds to patient accounts, adjustment discounts, denials, patient bill codes. Set up refunds for Insurance companies and patient; keep track of the deposit amounts daily and monthly on the United Healthcare; would solve any patient or Insurance problems, other duties were to post Third Party payments to patient accounts.

Inez M. Williams   

                                                                                                           5059 Utopia Court

                                                                                                        Denver, Co 80239

                                                                                                 303-371-1644

                                                                                            inez.m.williams03@gmail.com

Accounting Solutions-(Cendant Travel)             Aurora, Co   8/1995-02/2002

Payroll Clerk

Responsibilities- were to process in coming mail and correct any missed punches in E-Time System. Processed payroll for 625 employees and entered new hire classed into ADP system for the two Cendant Travel companies. My other duties included pulling Punch Clock Detail Summary Report off Microsoft e-mail. Open up new batch to process the payroll and forward to ADP to process the check; kept track of our Denver Center Top Time, solved any employee payroll issues and singed out paychecks.

Account Payable-(University Hospital)                          Aurora, Co 01/2000-07/2000

Responsibilities- were to process invoices, produce reports, purchase order and solve vendor problems; handle all question and concerns form the areas service; also responsible for check runs and refunds for the vendor on a weekly bases; processed employee expenses for payment, set up time for vendor to personal come in and discuss outstanding balance that they had with the company.

Cub Foods                                                                     Aurora, Co 01/1999-01/2000

Responsibilities- were to process invoices, produce reports, purchase orders and solve vendor problems; check monthly purchase statements, pay vendor bills, inventories and accruals for the stores, was also responsible for the Divisions monthly bills and balancing of bank statements; handle all question and concerns from the areas Denver and Aurora areas that my Division serviced.

REFERENCES UPON REQUEST

