Sherlinda Roberts					Phone: (630) 303-7153
PO BOX 1883						Email: MZSHERLINDA@GMAIL.COM	
Bolingbrook, Illinois 60440										

	As a career driven leader, solutions oriented and versatile; with a diverse background that includes 15 years of in-depth leadership, medical insurance billing, verification, and claim processing experience. My strong customer service, administrative, time management skills would be an asset to your organization.

	Contributing exceptional patient service at Provena Health in my current Patient Access position; verifying patient insurance coverage, obtaining authorizations for inpatient stays, outpatient surgical and diagnostic testing; in a fast paced environment while delivering accurate and sufficient information is the norm.

	Multi-tasking Patient Access Registrar position through Medix Staffing/Advocate Healthcare providing accurate patient demographics and health insurance information to our internet based software program. Provided excellent patient services throughout the Emergency Room, Outpatient clinic, and admitting desk. Properly identified and wristband patients waiting to be triaged by the nursing staff. Responsible for physician and hospital billing and claims follow up. Managed accounts receivable reports within 30 to 60 days of aging while adhering to the company financial goals.
	As Lead Scheduler at M&M Orthopedics where my responsibilities included supervision of 16 central scheduling staff; overseeing day-to-day department operations over a 21 physician orthopedic practice, employee evaluations, distribution of work, coordination of confidential reports, and payroll. Perform various administrative tasks including; scheduled pre-operative and post-operative visits, educated patients on in network and out of network coverage, motor vehicle and workman compensation authorizations, claim appeals and payment justification. 
If you would like to discuss how my professional skills would be an asset to your company. I am available at your convenience at the phone number or email address provided above.

Thank you, 

Sherlinda Roberts




Sherlinda Roberts					Phone: (630) 303-7153
PO BOX 1883						Email: MZSHERLINDA@GMAIL.COM	
Bolingbrook, Illinois 60440										
OBJECTIVE:  Seeking a part-time Patient Access position with a reputable hospital organization

SUMMARY OF QUALIFICATIONS: 
•          15 years of healthcare claims management, registration and insurance verification
	
•          6 years of Leadership experience including overseeing 16 central schedulers

•          Competent and solutions-oriented; managing responsibilities in fast paced environments

•          Effective communicator both verbally and written; exceptional patient service experience
		
PROFESSIONAL EXPERIENCE: 

Leadership/Management
•         Trained and managed a full time staff of 10-12 associates; educated customer service 
           in training seminars, demographics accuracy, and performance evaluations
	
•        Processed employee evaluations, payroll administration, attendance review and
         disciplinary actions. Patient/Physician Relations and Policy/Procedure Development

•        Conducted monthly meetings and staff one on ones educating staff on excellent customer
          service training, organization, and time management skills

Healthcare Administrative
[bookmark: _GoBack]•        Proven ability to efficiently process medical claims for major and private insurance
         carriers; including HMO/PPO, Blue Cross/Blue Shield, and Medicaid/Medicare
		
•        Highly skilled with a demonstrated knowledge of medical terminology, ICD-9/CPT codes,
         Motor vehicle, Worker’s Compensation claim, and other third party administrators

•        Worked aging reports, collections, and posting of transactions

EMPLOYMENT HISTORY: 	
2/2009-Present 	Insurance Verification		Provena Health Bolingbrook, Illinois

08/2007-2/2009 	Registrar 			Medix/Advocate Barrington, Illinois

11/2003-08/2007 	Lead Central Scheduler 	M&M Orthopaedics Lisle, Illinois
 
EDUCATION: 
1997 	Business Administration Certification 	Joliet Junior College 

1994 	High School Education 			Joliet Central High 
