Edith Lepe
11801 LINCOLN STREET ♦ NORTHGLENN ♦ CO 80233 ♦ (424) 645-9160 lepeedith@hotmail.com
Seeking an Office Assistant/Receptionist position with a stable and growing company that can best utilize my experience
SUMMARY OF QUALIFICATIONS:
· 6+ years  Office Manager experience

· 9+ years Office Assistant experience

· 9+ year Customer Service experience
· 6+ years Medical Billing experience
· Bilingual: Read, Write,  and Speak Spanish
Office Manager Skills:

· Open/Close, and manage business office 

· Generate prospective clients

· Train, coach and manage a staff of up to 2
· Perform and delegate duties assigned

· Receive payments and maintain files of payments 

· Handle banking needs 
· Review work charts and  timesheets for accuracy
· Complete payroll documentation and calculations
· Complete and compile daily and  monthly  reports

· Maintain and update staff, clients, and patient records, and charts

· Demonstrate great organizational and time management skills

· Handle multiple projects concurrently 

Office Assistant Skills:

· Execute daily clerical operations

· Schedule and reschedule appointments 
· Prepare, type, sort and maintain documents and files 

· File over 3,000 charts alphanumerically

· Pull and prepare clients charts and documents

· Answer multi-line phones

· Experience with mail procedures

· Complete data entry, maintain records in files, and type documents

· Type 25 wpm

· Use office equipment, such as envelope-sealing machine, fax machine, and copy machine

Customer Service/ Receptionist skills:

· Provide quality and  courteous customer service

· Greet walk-in customers 

· Answer customers inquiries and account questions 

· Screen applicants for pertinent information 
· Resolve customer complaints and requests

Medical Billing Skills:

· Arrange for debt repayment or establish repayment schedules, based on customers' financial situations.

· Locate and notify customers of delinquent accounts by mail, telephone, or personal visits to solicit payment.

· Advise customers of necessary actions and strategies for debt repayment.

· Persuade customers to pay amounts due on credit accounts, damage claims, or non-payable checks, or to return merchandise.

· Confer with customers by telephone or in person to determine reasons for overdue payments and to review the terms of sales, service, or credit contracts.

· Locate and monitor overdue accounts, using computers and a variety of automated systems.

· Answer customer questions regarding problems with their accounts.

· Record information about financial status of customers and status of collection efforts.

· Trace delinquent customers to new addresses by inquiring at post offices, telephone companies, credit bureaus, or through the questioning of neighbors.

· Sort and file correspondence, and perform miscellaneous clerical duties such as answering correspondence and writing reports.

PROFESSIONAL EXPERIENCE:

Marina Medical Billing Service







Cerritos, CA
Claims Processor








08/2011-09/2011
Horton & Converse Pharmacy/Home Health






Los Angeles, CA
Manager









10/2004-09/2010
EDUCATION & TRAINING & CERTIFICATE:


San Bernardino County 








Ontario, CA
Career Development Certificate







04/2013
Everest College   









Gardena, CA

Medical Billing/Coding Certificate       






11/2011
Morningside High School   







 Inglewood, CA

High School Diploma 

