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Personal Profile :

4 years experience in medical office and medical billing using various billing software.  Certified in health insurance verification, HIP PA Compliant and superior customer service.

Experience:

L-3 Communications

Time Keeper                                                                  2012 to Current
Enter employees’s time in LMP

Keeping track of employee’s leave time such as vacation, personal,and sick leave

Following up with employee’s about in putting their time

Emailing employees’s and team leads if time or work codes are wrong

OBGYN Associates of Corpus Christi                         2008 to 2012
Medical Records Clerk/Front Desk Clerk 

Retrieving messages from receptionist then pulling patients chart to take to nurse.

Pulling faxes that are prescription refills and putting them on patients chart to take to the Dr’s.

Receiving phone calls from patients asking if they can have their records transferred.

Pick up charts from all Dr’s areas that they don’t need anymore and filing them back.

Scheduling and calling patients to confirm appointments when receptionist is out.

Jennings and Co. Medical Management                      2006-2008                                   

Medical Insurance data and payment clerk

Mastering / Data entry for over 25 medical practices

Enter insurance data for claim processing

Post insurance, adjustments and patient payments

Balance, close daily and monthly accounts using Micro MD and Microsoft Excel

Longevity & Wellness Center of South Texas                 2004
Receptionist/Medical record clerk (Externship for CC Career Center of Texas)

Appointment scheduling

Patient Check in/out

Chart building & filing

Distributing incoming faxes to the proper charts for review

Medical records

Lithia Dodge Of Corpus Christi                                     2005-2006                                                

PBX Operator for multiple phone lines & Customer Greeter

Answered and transferred calls from a 14 line phone system to the appropriate customer service representatives

Greeted & welcomed customers

Education:

Corpus Christi Career Centers of Texas                             2004
Medical Office Specialist

Richard King High School                                                 2003
Experience in various Medical Software & Office equipment

Micro MD

Next Gen Software

Professional Windows XP

LMP

ESPS

10 Key

Fax Machine

Copier, Printer and Scanner

Tanya Baker

Medical Records Supervisor

OBGYN Associates

(361) 994-5454

Jackie Hernandez

Front Desk Clerk

OBGYN Associates

(361) 994-5454

Justine Morales

LVN 

OBGYN Associates

(361) 994-5454


