Margaret J. Fontaine
7009 Strasburg Drive
Ft. Collins, CO 80525
Cellular Telephone:  732-713-9686
e-mail:  margaret.fontaine@yahoo.com


EDUCATION:
Anthem Institute, North Brunswick, NJ					Mar 2009 - Apr 2010
Medical Billing and Coding Diploma
The Cittone Institute, Edison, NJ						Sept 1995 - Apr 1996
Legal Administrative Assistant Certificate

SKILLS:
Interpersonal, organizational, multi-tasking and problem-solving skills, proficient knowledge of office
administration, managed care, private and government insurance plans, usage and compliance of
HICPCS and HIPAA policies, knowledge of medical terminology, anatomy and physiology, medical
software, EMR, Dictaphone, WordPerfect, Microsoft Word, Excel; Outlook, Internet, ICD-9 and
CPT-4, Coding Guidelines and Practices, WebPT Scheduler, receptionist and secretarial skills.

EXPERIENCE:

Lexus of Bridgewater, Bridgewater, NJ					Apr 2017 -Aug 2017
Front Desk Sales Receptionist
· Greet, screen and assist all customers and visitors, answer telephone, receiving and receipting of cash, credit cards and checks for sales, keep track of distribution of customers to sales staff, back up receptionist and end-of-day closing duties.

Planned Lifestyle Services, Inc., Somerset, NJ				Jan 2017 - Apr 2017
Concierge - Part-time
· Greet, screen and assist all visitors at a secured front entrance high-rise apartment building, answer telephone calls, receive, edit and post a multiple of packages and mail for 375 tenants.

RWJBarnabas Health, New Brunswick, NJ				Nov 2015 – Jul 2016 
Concierge/Cashier-Sales
· [bookmark: _GoBack]Cover the Concierge Desk including scheduling patients and visitors via in-person and telephone for transportation needs, hotel accommodations, outside meal deliveries, salon needs and notary appointments in a timely manner with excellent customer service and a professional demeanor, attend daily huddle with Patient Experience for hospital updates, order supplies, entry of all new cases, post and report status of receivables, visit new patients to welcome them with brochures and answer questions regarding their stay with the hospital, delivery of gifts, mail and packages to patients, sell stamps and lend out cell phone chargers and other items to accommodate guests and patients.  Cashier in Gift Shop with closing duties.

Bridgeway Care & Rehabilitation Center, Bridgewater, NJ		Jul 2014 - May 2015
Front Desk Receptionist/Office Assistant - Part-time
1. Greet and assist all visitors, answer and screen telephone calls on multi-line system, daily census reports, accounts receivables, copying, faxing, filing, scanning, edit and distribute mail, USPS and FedEx handling, bulk mailings, special projects, maintain sign in/out ledgers, backup receptionists, opening and closing duties and secure main entrance.

Rehab at River's Edge, Raritan, NJ					May 2013 - Oct 2014
Front Desk Receptionist/Office Assistant 
· Greet and assist all visitors, answer and screen telephone calls on multi-line system, accounts receivables, assemble residents' charts, edit, sort and distribution of mail, copying, filing, faxing, post supply charges, assist residents, opening and closing duties and secure entrances.



RWJBarnabas Health, Somerville, NJ					Nov 2011 -Aug 2012
Unit Secretary - Medical/Surgical
· Greet and assist visitors, answer and screen telephone calls, answer patients' calls for assistant, schedule patients' procedures, prepare forms for admissions, transfers and discharges, prepare forms for laboratory testing, medical order entry, maintain census board with nurses, computerized reports of current patient status, order and distribute supplies, faxing, copying, scanning, filing and assist patients with non-medical requests.

Ronca, Hanley, Nolan & Zaremba, LLP, Livingston, NJ			Oct 2007 - Oct 2008
Legal Assistant - Defense Auto PI/Asbestos
1. Preparation of legal correspondences and legal documents, maintain client demographics, calendar management for three attorneys, scheduling various appointments and Court hearings, file and mail legal documents to court systems, follow-up for medical records, filing, scanning, faxing, copying, follow-up for plaintiffs' interrogatories and closing documents, sort and review attorneys' mail and assist with attorney billing.

Liberty Mutual Insurance Company, Inc., Somerset, NJ			Jun 1999 - Apr 2007
Legal Assistant - Defense/PIP
1. Preparation of legal correspondences and legal documents, calendar management for two attorneys, scheduling various appointments and Court hearings, filing and mailing legal documents, follow up for medical records, plaintiffs' interrogatories and closing documents, filing, scanning, faxing, copying, review and sort attorneys' mail, maintain client demographics, closing reports and paralegal and attorney billing.

Wegmans FoodMarkets, Bridgewater, NJ				Sept 2005 -Mar 2012
Cashier/Customer Service
· Scanning groceries, general merchandise, sales, service stock, cashiering in wines and spirits with excellent customer service, assisted stocking merchandise and deli department, attended meetings for training and status of stores' policies and changes, yearly collection of donations for NJ Food Bank.
