Sharon Louise Gammel

303-877-2284





                      gammels@yahoo.com

Summary 
· Ability to prioritize and multitask
· Excellent Customer Service Skills
· Basic knowledge of CPT/ICD-10 codes
· Experience with Microsoft Office Products including Word and Excel
· Proficient in Medical Terminology
· Working knowledge of copiers, faxes and printers
Professional Experience

Walmart
Cashier – seasonal only 

Great West Healthcare/Cigna Healthcare




Clerical Assistant 

· Entered Appeals via ques into company computer system and assigned to appropriate        department

· Faxed and scanned received documents into company retrieval computer system

· Printed teleworkers letters via email daily

· Retrieved appeals daily from Denver Appeals Mailbox email and FACETS que.

· Ordered supplies, shipped medical records via UPS

· Answering and redirecting 50 to 100  phone calls per day

· Responsible for Supervisors calendar in Microsoft Outlook

· Responsible for Provider Coordinators flow sheet numbers using Excel

Denver Injury Evaluation and Treatment Center
           

Insurance Verifyer

· Verify and Authorized treatment for auto accidents, workers comp injuries and personal injuries.

· Collections and Billing as needed – increased profit by 128% in 6 months

· Back up Front Desk reception during lunch hours and as needed

· Scheduling appointments , answering  6 phone lines and directing calls

· Taking patients vitals including, weight, height and blood pressure as needed

· Appointment confirmation calls

· HIPAA Privacy Officer, Medical Records Clerk

Certification/ Education

Certified Unit Coordinator(Secretary)        20 weeks                 Milwaukee Wisconsin

Blairs Business College

         9 months
            Colorado Springs, Colorado

Allied Business School-California
        online                 
Medical Records Tech - done
