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4953 Basswood Drive  ( Loveland, CO 80538 ( (720) 273-2937 ( monroe7181@yahoo.com




Objective


To obtain a permanent position in the medical industry that utilizes my education, experience, interpersonal skills and leadership ability
Qualifications


· Knowledge of over 1000 medical terms, and Anatomy and Physiology

· Understanding of HIPAA rules and regulations

· Comprehension of CPT, ICD-9-CM, HCPCS/Modifiers and Auditing

· Understanding of Medical Insurance, Billing, Collections and Reimbursement

· Acquainted with Medicare rules and regulations

· Familiar with CMS-1500, EOB, SOAP Notes and office procedures

· Proficient in Microsoft Office, Medisoft and Internet research 

· Established excellent organizational skills and attention to detail

· Skilled in problem solving and time management

· Managing multiple responsibilities and tasks efficiently

· Capability to work constructively and effectively in a team as well as individually

· Excellent customer service skills

· Provide acute attention to detail and well organized

· Experience using office equipment including: copier, fax, multiline phones and scanners

Education


Institute of Business and Medical Careers 
Fort Collins, CO 

Associates of Occupational Studies Degree – Medical Billing and Coding  
October 2013

· Perfect Attendance

· Circle of Hope Award (Bringing a new student in to IBMC)

Experience 


Wal-Mart Vision Care Center: Dr. Baatz
Greeley, CO

Medical Billing Specialist Externship

September 2013 – October 2013

· Assisted with scheduling

· Completed daily receipts

· Contacted customers for reminder appointments

· Insurance billing and vision tech billing

· Insurance verifications

Halliburton
Fort Lupton, CO
Administrative Assistant
April 2000 – June 2012
· Created and maintained all Department of Transportation (DOT) files

· Conducted background checks and Motor Vehicle Records annually on all employees

· Responded to multi-line phone systems and referred to appropriate staff

· Assisted managers with paperwork regarding human resource functions and confidential files

· Filing alphabetically and numerically, data entry and word processing

· Participated in inventory functions

· Responsible for the reconciliation of American Express cards for upper management

volunteer 


9 News Health Fair

Boulder and Weld County School Districts


