ROSA M EVANGELISTA

1765 South Hamlin Lane 

Round Lake, Illinois 60073 

rosa.evangelista567@gmail.com

(847) 849-9712

CAREER OBJECTIVE: To obtain a office position in which I can utilize my skills and education of the betterment of company. Detail oriented and quality focused, trained in Medical and knowledgeable in computer technology. I would like to utilize service skills and diligence for handling the key responsibilities and achieving the goals of the organization. 

Summary of Qualifications 

· Strong organizational skills, with attention to detail

· Excellent written and oral communication skills 

· Proven problem-solving ability

· Solid track record at getting the job done well and on time 

· Knowledge of CPT & ICD-9-CM codes 

· Knowledge of medical terminology 

· Intermediate in Microsoft word, excel, and power point, Metlook.

Employment History

Better Choice Healthcare, Inc.  Chicago, IL 2012 - Present                                  

Assistant’s Clerk/ Translator  

● Translate Documents from English to Spanish.

● Translate as Interpreter from English to Spanish. 

● Assistant Nurses as making Calls for appointments and fix any issues.

● Reviewing patients Documents.

Family Doctors, Grayslake,IL 2008-2010

Medical Administrative Records 

· Coordinate patient billing, processing of insurance claim forms, and claims follow –up

appeals, work with Medicaid and Medicare and governments insurance. 

· Ability to establish effective relationships with the patients and insurance companies  

· Accurately apply payments to patient accounts 

· Insure accuracy of insurance claims. Verify correct ICD-9 and CPT codes for a variety of specialties

· Send secondary claims upon processing of primary insurance.

· Assign ICD-9 to physicians diagnosis and insure correct level of service and various other CPT codes

· Post and reconcile insurance and patient payments. Research and resolve incorrect payments, EOB

             rejections, and other issues with outstanding accounts

Pastabilities, Vernon Hills, Illinois 2003-2008

Manager’s Assistant/ Receptionist

· Received customer orders and resolve customer issues

· Trained as a manager and performed customer service by answering phones at the front desk

· Deal with customer transactions as an accountant

· Kept inventory and ordered merchandise when quantity is low

· Setup employees schedule

 Education & Training

Diploma, Medical Claims and Billing Specialist 

U.S. Career Institute -2011

Fort Collins, Colorado 

Diploma, Mundelein High School-2005 

Mundelein, Illinois 

Language Skills

· Bilingual in English and Spanish

