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Billing Specialist and Office Assistant
Fort Collins, CO 80525 lis02@yahoo.com 9702223644
Work Experience

Billing Specialist and Office Assistant
Accounts Receivable and Office Administration - Belvidere, IL May 2016 to May 2019
Billing Specialist and Office Assistant
Accounts Receivable and Office Administration 2013 to 2019
Billing Specialist and Receptionist
Accounts Receivable and Office Administration - Huntley, IL January 2016 to May 2016
Order Processor
Accounts Receivable and Office Administration - Wilmot, WI 2015 to 2016
Delivered the highest level of service to customers while providing product information and processing orders.
Office Assistant
Accounts Receivable and Office Administration - Palatine, IL
February 2014 to September 2015
Office Assistant
Accounts Receivable and Office Administration - Genoa, IL
August 2013 to February 2014
Capably managed a wide range of financial, operational, administrative, and service functions for the leadership team as well as the entire office. 
· Worked directly with internal and external contacts. Built rapport and developed comfortable workingrelationships while obtaining information, discussing office services, scheduling appointments, greeting incoming clients, and coordinating payments. Served as a main point-of-contact and a liaison between customers, staff, insurance companies, and other business partners. Promptly answered questions and resolved any issues. 
· Managed the full cycle of accounts receivable. Created and distributed invoices to patients andclaims to insurance companies. Processed incoming payments and made bank deposits. Performed month-end closings. Followed up on past-due accounts. Developed financial agreements to collect overdue balances. Send accounts to collections when necessary. Maintained detailed and accurate records of all activity related to Accounts Receivable. 
· Took on additional duties, often working extra hours to assist with special projects and overflow work.on 
(970)222-3644 lis02@yahoo.com 
Experienced Billing and Office Support Specialist
Teller, Level 2
Heartland Bank & Trust - Genoa, IL
2005 to 2013
Opened and managed financial accounts for the large base of customers, assisting with product and service explanations, financial transactions, and ongoing client services.
Billing Clerk
Cell Parts - Rosemont, IL
1988 to 2001
Held sole responsibility for all billing activities, managing the cycle from sales transaction and invoice creation to payment receipt, processing, and records management.
Education

Dental Assisting Certificate in Dental
Rockford College - Rockford, IL
March 2015 to May 2015
Skills

BILLING (10+ years), INVOICE (10+ years), ACCOUNTS RECEIVABLE (10+ years), CREDIT (Less than 1 year), CLAIMS (6 years), COLLECTIONS (5 years), AUTO INSURANCE (Less than 1 year), DISBURSEMENT (Less than 1 year), INSURANCE CLAIMS (7 years), RELATIONSHIP MANAGEMENT (Less than 1 year),
RECEPTIONIST (Less than 1 year), CUSTOMER SERVICE (Less than 1 year), OFFICE ADMINISTRATION (Less than 1 year), RETAIL SALES (Less than 1 year)
Additional Information

Focused, results-driven Billing and Office Support Specialist with over 20 years of experience working within fast-paced positions in a range of industries, with an emphasis on targeted plans, productive office operations, and superior service to internal and external contacts. Knowledgeable and innovative leader who creates customized solutions and positive outcomes. Strong communication skills to work with individuals of all professional levels and personal backgrounds. Excellent management skills to lead successful office activities. Proven record in achieving goals accurately and on time. 
 
Areas of Expertise 
Office Administration • Support to Leadership Teams and Office Staff • High Volume Internal and External Communication 
Customer Service • Relationship Management • Prompt Issue Resoution • Management of Client Records/Accounts 
Billing/Accounts Receivable • Invoice Creation and Disbursement • Insurance Claims • Payment Processing • Collections
