JENNIFER E. MARTINEZ
2742 N Laramie                                                                       

Chicago, IL 60639                                                                                                                          

773 954 0433
Jmartinez126@hotmail.com

OBJECTIVE            

To excel in a challenging position, utilizing my exceptional leadership, communication and organizational skills with the opportunity to further my own professional development.
 
EDUCATION                     
Bilingual- Spanish language
Niles North High School, Skokie, IL                                                                                                    Graduated: May 2007
 
PROFESSIONAL EXPERIENCE
Asbury Court, Des Plaines, IL

Human Resources/ Business office Manager                                                                        November 14- Present
· Processing of payroll 

· Responsible for On Boarding and organizing orientation  

· Assist with issuing disciplinary notices 

· Managing Employee records  

· Health Care Work Registry & IDPH web portal

· Submit Medicaid applications for residents
· Weekly deposits
· Accounts receivable/ collections

· Complete redeterminations for Medicaid

· Maintain financial files

Albany Care, Evanston, IL
Admissions                                                                                                                         January 09- Present
· Processing of authorizations for managed care residents

· Processing admission/ re admissions for residents  
· Liaison between the facility and Illinois Medicaid as well as Social Security offices 
· Income Changes, medical bills processing
· Applications for Public Aid funding
· Complete redeterminations for both Social Security and Medicaid
· Maintain medical records and financial files
· Processing authorizations for Managed Care residents
Nine West, Skokie, IL       
Senior Sales Associate                                                                                                                     February 2007- June 2007
· Responsible for operations of opening and closing the store (Third key holder).
· Cash handling and completion of Business Recap Reports.
· Supervised part-time associate and participated in meeting associates daily sales.
· Performed Customer Service.
REFERENCES
Furnished upon request.
