JAMAAL D. ALSTON
10106B Castile Road • Richmond, VA 23238 • (804)475-0501• jamaal.alston@gmail.com

PROFESSIONAL EXPERIENCE
5/2009 – Present                                The Cade Dental Practice                                        Richmond, Virginia
  Office Manager                                 
· Spearheaded a 9% increase in profits with the application of process improvement techniques which targeted the streamlining of the practice’s revenue cycle 
· Re-engineered existing business strategy by applying consultative program management principles and rationale  
· Conduct financial, trend, and market analysis to report and gauge financial performance then utilize those findings for setting benchmarks, forecasting, and budgeting 
· Perform market and best practice research to define and set competitive pricing for services
· Supervise daily operations and facility maintenance 
· Manage the practice’s account receivables and general ledger 
· Coordinate insurance participation, billing, and all collection activities
· Oversee and maintain vendor relationships  
· Administer continued training and development for employee’s required skill set 
· Increased overall productivity by assessing and supervising the daily schedule and aligning front office staff duties with individual specific areas of skill and evaluate the execution of those duties
· Compute employee payroll with applicable taxes
· Perform recruitment activities to attract and evaluate potential employees
· Respond to employee questions and/or concerns in an courteous and efficient manner    
· Designed a successful marketing program which included practice branding, targeted mailed promotions, partnering with applicable insurance companies, and the integration of social media  
5/2007 – 4/2009                                   McBee Associates, Inc.                               Mechanicsville, Virginia
Clerical Support                     
· Managed outstanding government and commercial payor accounts for home health, long term, and acute care facilities by performing extensive analysis of account receivables 
· Advised clients on the restructuring of their revenue cycle to operate effectively by researching trends in front office, clinical, and billing office practices that prevent the adjudication of medical, home health, long term acute care, and durable medical equipment claims 
· Trained and developed Senior and Staff Consultants to perform accounts receivables reconciliation with the use of standard accounting principles
· Ensured the continued integrity of client data by serving as a liaison between the consulting and information technology departments to organize data for engagement use 
· Analyzed and reconciled variance reports that detailed differences between account balances in the client’s clinical management system and the internal tracking database 
· Created method for the efficient submission of engagement proposals
· Proof, prepare, generate, and track client engagement proposals  
· Created tracking method for the principal, engagement leader, and consultant review and storage of engagement documentation workpapers
V.C.U. Health System/MCV Hospitals - Richmond, Virginia
1/2006 – 5/2007                                  Department of Surgery                Patient Services Representative 3
· Provided clinical support for Vascular, Trauma, Cardiac, Thoracic, Colo-rectal, General, and Bariatric surgery clinics
· Coordinated surgery schedules, insurance pre-authorizations, diagnostic and clinic appointments, created and implemented new inter-departmental correspondence
· Conducted training for newly hired personnel on computer software, insurance authorizations, and clinic procedures
· Entered, validated, and updated patient information as well as lab and diagnostic procedure orders with 95% accuracy and efficiency
· Deliver pre and post surgery education to patients

9/2004 – 12/2005                     Department of Family Medicine             Patient Services Representative 2
· Provided excellent customer relations when screening all incoming calls to clinic, and ensuring all triage messages are delivered in a timely manner
· Authenticated and recorded patients’ demographic and insurance primary payor data
· Retrieve and prepare lab and diagnostic procedure results for physician review
· Performed daily deposit reconciliation of copay collection
· Maintained patients’ confidential medical records and respond to requests for medical records

EDUCATION

Saint Paul’s College  -  Lawrenceville, Virginia  
· Bachelor of Science -  Business Administration  (Awarded May, 2010)

Richard Bland College of the College of William and Mary  -  Petersburg, Virginia 
· Associate of Science -  (Awarded May, 2004)

SKILLS/SOFTWARE
· Process improvement/management
· Operational/Facility management
· Knowledge of Consultative principles
· ICD-9, CPT, HCPCS, CDT, ADA coding
· UB 92 , CMS 1500 medical billing & ADA dental billing
· Medical/Dental cross-coding
· Generally Accepted Accounting Principles/Standard Accounting Principles
· Trend Analysis and/for financial reporting, price setting 
· Training and use of HIPAA Standards
· Medical and Dental terminology knowledge
· Microsoft Office Word, Excel, Power Point, Outlook, OneNote, & Publisher
· Kodak Practiceworks Management Software(Pervasive SQL 2000 database)
· McBee Collect(Microsoft Access Database)
· McKesson Practice Management Software
· Medicare intermediary databases 
· GE/IDX clinical Software 
· Cerner System Laboratory Management System
AWARDS/CERTIFICATES
· Certificate of Academic Achievement – Maintaining a 4.0 GPA,  Awarded May, 2010
· Certificate of Academic Performance – Second highest score ETS Major Field Test, Awarded May, 2010
· Certificate of Recognition for Exemplary Motivational Leadership Qualities, Awarded May, 2010
· Certificate of Performance for Outstanding Performance in Completing the Research Project Thesis – “The Feasibility Study of Process Improvement Methodologies on the Revenue Cycle of Healthcare Facilities that Suffer from a High Accounts Receivable Amount”, Awarded, May 2010
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