
TRACY MILLIKEN

7402 Church Ranch Blvd., #723						        	       	 720-474-1194
Westminster, CO  80021									 tmilliken5@msn.com	        
															____


OFFICE ADMINISTRATION – TRANSCRIPTION – CUSTOMER SERVICE-INSURANCE

A highly organized, disciplined and motivated Administrative Professional with extensive Medical Transcription and Office Administration expertise.  Possess broad knowledge of private and corporate medical practice and governmental reporting procedures.  Capable of working quickly and accurately under pressure to meet tight deadlines and team objectives while providing exemplary Customer Service.  Seeking to expand my current Medical Profession experience and transition into the Legal Profession or into another area of Office Administration.  




PROFESSIONAL EXPERIENCE

Aerotek, Denver, CO										03/2013-present
	Specialty Biller, contracted to Sisters of Charity of Leavenworth Health Systems. 
	*Scrubbing UB-04 claims for accuracy. 
	*Printing paper insurance claims and attaching billing statements and medical records. 
	*Searching patient database for missing information. 
	*Noting accounts. 
	*Preparing claim forms for mailing including Express Mail batches. 

Medical Transcription, Westminster, CO                                                     		02/1995-03/2013
Medical Transcriptionist, Self-Employed and Self-Trained 
*  Provide 24 hour Dictaphone and Medical Transcription Services.
*  Manage all aspects of Independent, Small Business Operations including: 
- Marketing to generate new Accounts.
- Manage and Maintain current Accounts and Meet Client Deadlines.
- Manage Account Invoicing and Account Billing.
- Provide ongoing Customer Service and Troubleshooting. 
*  Ensure accurate, precise use of complex Medical Terminology.
*  Practice strong computer skills including: 90 WPM , Microsoft Office Suite including Word and Excel, WordPerfect, Database Management, Spellex and other software programs.
~ Areas of Transcription for Physician Specialists
- Ear, Nose & Throat - Family Practice - General Surgery - Internal Medicine - Orthopedics 
- Psychiatry - Pain Management - Pediatrics - Physical therapy - Podiatry - Primary Care
~ Physician Groups/Clients (present and past)
- Synergy Orthopedics, Westminster
- Theodore Buttrick, M.D., Primary Care and Internal Medicine, Westminster
- Allied Foot and Ankle Clinic, Arvada
- Wheatridge Physical Therapy, Wheat Ridge
- Rocky Mountain Health Care, Multiple Denver Area Locations
- Arbor Occupational Medicine, Multiple Denver Area Locations  
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Avista Adventist Hospital, Louisville, CO                                                     		03/10-03/2011
Admissions & Scheduling
*  Managed multiple phone lines and maintained and filed physician orders.
*  Assisted patients in scheduling appointments for radiology and cardiology departments.
*  Assisted incoming patients in hospital admissions, gathered confidential patient demographic information. 
*  Entered demographic data into the computer database, collected co-payments, verified insurance, and obtained consent for treatment. 



Rose Medical Center, Denver, CO                                                     			03/1993-02/1995
Receptionist/Accounts Receivable Representative
*  Managed multiple phone lines and routed messages and calls.  
*  Greeted incoming patients and scheduled patient appointments. 
*  Maintained front office and ordered supplies.
*  Collected payments and reconciled cash receipts.
*  Promoted to billing office.   Posted payments to patient accounts per EOB’s. 
*  Answered phone calls from patients regarding their bills. 
*  Insurance follow up of denied payments. 
*  Worked with patients to set up payment arrangements. 
*  Reconciled accounts and prepared bank deposits. 

Union Square Internal Medicine, Lakewood, CO						08/1987-02/1993
	File Clerk/Receptionist/Medical Biller and Coder
	*  Maintained patient charts by filing correspondence and dictation.
	*  Managed multiple phone lines and scheduling for three busy doctors. 
	*  Collected payments and reconciled cash receipts.  Prepared deposits for the bank. 
	*  Used ICD-9 and CPT codes for medical billing. 
	*  Sorted and distributed mail. 
	*  Posted insurance payments and write-offs per Explanation of Benefits. 
	*  Prepared invoices for mailing each month to accounts with a balance due. 


COMMUNITY INVOLVEMENT

Volunteer experience working within the school system, with non-profit organizations and local ministries in both leadership and supportive roles.  Able to develop relationships with community members to solicit and generate corporate and individual donations for non-profit organizations.  Resourceful in helping to facilitate general and fundraising events.  Provide general assistance and customer service. 

Brownie Girl Scouts, Westminster, CO									1996-1999
Group Volunteer – General volunteer and fundraising duties

Lukas Elementary School, Westminster, CO								2002-2003
	Weekly Classroom, Party and Parent Volunteer – Assisted teachers with student needs

Lukas Elementary School PTA, Westminster, CO							2004-2006
Secretary – Took, Maintained and Distributed Meeting Minutes Former Co-President, 2005-present 

Lukas Elementary School Accountability Committee, Westminster, CO			2005-2006
3rd Grade Representative – Represented 3rd grade classes by presenting areas of concern for all third grade teachers and students

Flatirons Community Church, Louisville, CO 						      2010-present
	Volunteer Guest Services, Church Member 

Sister Carmen Community Center Thrift Store, Lafayette, CO						2011
General Volunteer – Duties as assigned to assist in store and with clients

REFERENCES




Christine Geerts					Covenant Village of Colorado
Sales Representative					9153 Yarrow Street	
							Westminster, CO  80021
							720-560-0388


		Jana Spicer						Transcription Associates, Ltd.
		Owner							5445 S. Simms Way
									Littleton, Co. 80127
									303-972-5800

		Lisa Krueger					Tri-R Transcription
		Owner							1241 Juniper Street
									Longmont, Co. 80501
									303-280-9990

	
