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BROWN 423@AOL.COM


SKILLS/TRAINING
          Business Communication			Professional Billing Concept	 
          Professional Development			Advanced Physicians	
          Medical Law and Ethics				Advanced Facility Coding	
          Medical Administrative Essentials		Microsoft Office Essentials 	
          Medical Terminology				Advanced Billing and                    
          Human Anatomy and Physiology	  	Reimbursement

EDUCATION:    Tech Skills, Denver, Colorado                          May, 2012
	              Certificate: Medical Billing and Coding
			
		Westwood College, Denver, Colorado	Dec, 05 
		Diploma:  Medical Billing and Coding		

		Community College of Denver, Colorado       Dec, 88				Associate Degree:  Secretarial and Word Processing

WORK HISTORY:
Blue Cross and Blue Shield       Denver, CO 			April 07- Mar 12
Clerk 11
     EXPERIENCE WITH BLUE SQUARE, FILE NET, WGS
    Batching claims to be scanned and entered
    Create and utilize client file system
    Perform day-to- day office work including: sending faxes, sort and distribute faxes,
    Mail letters to clients, opening incoming mail, scanning incoming faxes and
    transferring them to the customer rep’s folders. 
    Separate and batch documents and generate spreadsheets for tracking
    Maintain working relationships with customer service reps and other personnel

Thornton Medical Center       Thornton, CO                              Nov-05-Dec-05
EXTERNSHIP- 160 HOURS- Billing Department 
    Successfully completed insurance verifications
    Scanned billing invoices for errors, made necessary corrections
    Responsible for check processing and cash handling
    Knowledge of ICD-9-CM and CPT codes
    Effectively managed day to day tasks with autonomy
   Lipper, Inc             Denver, Co                                                   Nov-96 Oct-05
   Data Entry 
   Managed outgoing customer calls obtaining mutual accrual rates
   Responsible for monitoring faxes and provided assistance to other departments
   Successfully develop a coding system to track information 
   Collected information from various websites and helped coordinated world-wide
   Newspaper postings of daily mutual funds rates 
 
Previous Experience includes: 
    Insurance Policy Management, File Clerk, Mail Clerk- Republic Insurance Company
    General Office Management, Mail, Filing, Cash Handing- Westman Commission CO

	



				





