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QUALIFICATIONS SUMMARY_____________________________________________________________
10+ years of strong internal/external customer service and teamwork experience. Excellent organizational skills, effective time management, and a willingness to assist others. Proven ability to meet and exceed goals and deadlines. Seeking to transition my knowledge and skills into a data entry position.

CORE STRENGTHS______________________________________________________________________
· 
· CPR – Health Care Provider, Certificate
· ICD-9, CPT, HCPCS Coding
· Procedural and Diagnostic Coding
· Understanding of Hospital Billing
· Understanding of Medical Health Insurance, CMS-1500
· Electronic Health Records
· General Office Procedures
· Medical Terminology and Anatomy
· Familiar with Medical Law and Ethics
· Familiar with OSHA and HIPAA Regulations
· Critical Thinking Skills
· Microsoft Suite


EDUCATION___________________________________________________________________________
Medical Billing and Coding Specialist, Diploma		
Stautzenberger College, Allen Park, MI
						                              
PROFESSIONAL EXPERIENCE______________________________________________________________
Medical Billing (Extern)
Binson’s Medical Supplies 120 hours (completed)		               April 2014
· Data entry patient Demographic information
· DME billing
· Enter patient insurance
· Enter patient prescription/ product
· Enter HCPCS, Diagnosis codes
· Verified insurance on web-Denis and over the  phone

Secretary/Program Organizer
Greater Rehoboth Church					             January 2000- Present
· Coordinate and record monthly meetings
· Perform data entry to update regular parishioners attendance
· Schedule appointments
· Organize and set dates for programs and projects

Childcare Assistant 
World of Wonders Day Care					             January 2011- February 2012
· Provided nurturing care for the ages of 3 months to 2yrs
· Provided daily curriculum for age  appropriateness 
· Assisted with daily nutritional meal
· Assisted with outdoors play
