
Jasmine J. Martin
11112 Kensington Trail Lithonia, GA 30038
Phone: (404)397-7707
Email: jasminemartin2009@gmail.com
Qualified professional with experience in Administrative, Customer Service and Medical industries.
Excellent organizational, problem solving and team building ability.
Ability to prepare and maintain financial records, experience in managing operation cost and office expenditures in accordance with authorized annual budget.


COMPUTER SKILLS
Microsoft Word, Excel, PowerPoint, Outlook, QuickBooks, WordPerfect, Typing Speed: 50 wpm, Data Entry 30,000ksph, Medi-tech, Medical Mastermind, Records Management, Sircon, DMA, Browsers, Internet explorer, 


EDUCATION
Atlanta Technical College Atlanta, GA
Associates of Art, Film & Media Production
Anticipated Graduation Date: May 2012


EMPLOYMENT
Commissioner Office Of Insurance 2012-Current
Digital imaging 
[bookmark: _GoBack]Provided exceptional administrative duties: Agent Licensing, computer services, consumer services, enforcements, executive office special projects and industrial loans reports, digital quarterly monthly and amended. Profound in Safety fire and Hazardous materials inspection reports, RMDI, public education premium tax, regulatory services and manufacturing housing paperwork. Indexing current Service Station Application for Construction and/or Operation Permit, Renewals and updating for licenses, Non-traditional Entities/ Limited Risks for Companies current Charter TPA files, Risk retention group affidavit forms, proofing forms, processing legal orders on to database, citizenship affidavit forms input into OCI database, continue education & pre-licensing for GA resident insurance. 

Fulton County Workforce Center 2010-2011  
Administrative Assistant
Responsible to learn and follow Federal, State and Local Provider laws and regulations; along with internal organizational policies. Assist with enrollment/outreach goals for individual career advisors and program as a whole. Assist with internal promotion of Workshops, ACYR events and community events of interest to youth, be responsible for case note entry on youth contact during 'activities', be able to take on special assignments as needed, fax, voice inquiries, certified mail, keep advisor files updated. Reports to Team Lead and Assistant Program Manager

West End Medical 2006-2010 
Patient Account Representative/Registrar
Responsible for collections and document patient referrals and authorizations. Collect monies due from deductibles, self pay and other co-payments due at time of service. Verify Medical Assistance coverage using EVS. Follow proper insurance regulations for MCO'S. Process MSP to accurately determine Medicare priority. Scan MSP forms into imaging system. Document diagnosis and or symptoms obtained from doctor or patient. Follow up with physicians. Demonstrates current knowledge of all coding requirements including UB92, ICD-9, CPT coding and maintains all working knowledge for all Federal, State, and Managed Care requirements for billing. Processed emergency department patients according to the quick Register protocol. Educate patients on benefits and insurance requirements. Assists with patient pre-arrival process as needed.









