Jessica Broderick
1802 Rise Drive, Windsor, CO 80550
Jmorris4874@gmail.com
(512) 809-8513
 
WORK EXPERIENCE
BILLING LEAD                                              	                    	12/2018 TO PRESENT
STEEL ENERGY SERVICES

· Post all incoming ACH, Wire, Lockbox payments to the appropriate account
· Manage the aging report by contacting clients with balances over 60 days
· Set up and managed payment plan agreements
· Review, approve and release billing invoice batches
· Submit invoices through client portals, email, and mail
· Help accounting team with monthly and quarterly AR close duties including reconciliations and revenue analysis
· Post journal entries to the general ledger
· Work with managers to streamline processes for our department
· Set up all new customers, determine credit levels and review MSA documents
 ACCOUNTS RECEIVABLE/COLLECTIONS SPECIALIST                    	11/2015 - 5/2018
COX MEDIA GROUP
· Minimized DSO by providing excellent customer service to both internal and external customers
· Locate and contact customers directly to collect past due balances via phone, email, and written letters.
· Set up and managed payment plan agreements
· Resolve and research disputes or billing issues by reconciliation of current and old accounts
· Created standardization practices amongst all collectors by designing a training manual for our department
· Worked with managers to streamline processes for our department
· Trained all new hires
OFFICE MANAGER                                                                  	2/2012 – 3/2015
LAKEWAY ENDODONTICS
· Run all aspects of a front desk from checking in and greeting patients to checking out patients and collecting co-payments.
· Responsible for marketing and keeping a great relationship with the referring offices.
· Directing in-person and phone inquiries regarding bills, customer service issues, and appointments.
· Post personal and insurance payments and tracing insurance claims, Insurance and Medicaid appeals.
· Collection calls to arrange payments on past due accounts.
· Credentialing new doctors to the practice.
· Negotiating PPO rates with various dental insurance networks.
· Collected payment, arranged payment plans, and sent/made collection calls and reports.
· Prepare written correspondence, forms, schedules, or reports using personal computer.
· Maintain inventory of fixed assets, equipment, and supplies.
· Type, sort, copy and distribute routine letters, memos, reports, forms, compose/create letters, reports and charts.
· Assist patients, doctor, and vendors as needed.
· Receive incoming calls, take reliable messages, and route to appropriate staff.
· Maintain physical and computerized files including mailing lists, patient records, visitor logs, and office communication.
· Update office handbooks, policy manuals, training documents and other documents as assigned.
· Perform routine bookkeeping tasks to maintain office budget records.
 
EDUCATION
University of Nebraska Kearney – Kearney, NE 2002
Metro Community College – Omaha, Ne 2002, 2003
 

