
Patricia J. Reynolds-Frey
1197 N. Wilson Ave.,  #105   Loveland, CO 80537   (970) 290-6514   tricia.reynolds001@gmail.com

Objective


To obtain a position that utilizes my education, experience, interpersonal skills and leadership ability.

Qualifications


· Proficient in Microsoft Office and Internet research 

· Keyboarding accuracy at 65 to 75 WPM
· Skilled with 10-key data-input, phone systems and office equipment operations

· Established excellent organizational skills and attention to detail

· Focused on customer service satisfaction

· Excellent in written and verbal communication
· Skilled in multi-tasking, problem solving and time management
Education


Institute of Business and Medical Careers 
Fort Collins, CO 

Medical Billing and Coding Diploma           
February 2012

          ~ Alpha Beta Kappa National Honor Society
          ~ Certified Medical Billing Specialist 
Central Missouri State University




       Warrensburg, MO

Bachelor’s Degree in Rehabilitation Psychology
   May 1997

Work History 
Major Medical Supply Billing Office
                                                             Longmont,  CO

Billing Office Collector
                                        
   May 2013 to present
         - DME Company Billing Office Representative

         - Data Entry, Insurance verification, audit medical records, work insurance denials and rejections, complete adjustments, Convert to Purchase and work other claims.
Don Paul Respiratory Services     

Greeley, CO

Customer/Patient Service Representative 
November 2012 – May 2013    

         ~ DME Company Representative
         ~ Data Entry: physician orders, Patient Intake, Insurance verification, correct HCPCS and        ICD-9 Codes documented.

Measured Progress/Kelly Services
                                                              Longmont, CO 
Test Evaluator; Seasonal/Temporary Position
                March 2008 – June 2012
         ~ Evaluate and score student state exams

Little People’s Landing

Fort Collins, CO
Preschool Teacher/Childcare Provider
March 2011 – October 2011
         ~ Managed classroom
         ~ Taught and cared for preschool children daily
New Mercer Commons Assisted Living Facility
Fort Collins, CO
Activities Assistant
                                                               July 2010 – February 2011
         ~ Interacted with residents and encouraged them to participate in activities
         ~ Worked with Alzheimer’s and Dementia residents to improve their cognitive skills
Housekeeper/Weekend Receptionist                    
      December 2009 – July 2010
         ~ Cleaned residents rooms and facility
         ~ Managed Front Office: performed various office tasks


     

VOLUNTEER_________________________________________________________________ 

· Vision and Screening




9News Health Fair

· Assisted Living Volunteer

