Natacha Rivera

1942 N. Karlov
Chicago, IL 60639
(773) 504-9639
natachadrivera@yahoo.com

Midwest Palliative and Hospice Care Center, Glenview, Illinois


Commercial Billing Specialist                                                                                                           Jan. 2006 – Present


· Contacting medical insurance companies regarding claims status and patients regarding over due accounts via telephone.
· Responsible for the accurate, timely billing and collection of all BlueCross BlueShield & Commercial accounts.
· Took on the monumental task of Insurance Verification and compiled a training manual for the said position and trained the current Insurance Verification Specialist to perform the duties and responsibilities that the position demands.

· Perform other duties as requested.
Data Entry Clerk

Sep. 2000 – Dec. 2005
· Maintain and update Visit Day, Clinical timesheets, and Mileage for more than 250 employees.
· Process data from Visit Day, Clinical timesheets, and Mileage into HomeSys with efficiency and accuracy.

· Process Home Health physician orders and OASIS information. 
· Files and retrieves records as requested by internal department members
· Process Music Thanatology Vigil information.

· Trained new employees on HomeSys database, Microsoft Outlook, and Excel.

· Worked with all level of staff to resolve any data issues being entered.

· Helped IS Department by getting all employees setup their voicemail correctly.

· Adhere to the practice of confidentiality regarding patients, families, staff and the organization.
· Perform other duties as requested.





Hansen Realty                                Course: Leasing Agent Class
Oct. 2011



· Customer Service
· Multi Tasked
· Detail Oriented
· Bilingual (Spanish)
· Proficient in Microsoft Office (Word, Excel, and Outlook)
· Type 60 wpm
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