 Frances Oliva
folivapinto@yahoo.com

 
OBJECTIVE
Seeking Administrative Support with a stable company where my Interpersonal and Team Player skills will be used. 	
 
WORK HISTORY

Health Smart Benefit Solutions-07/12 to 11/12
Ancillary Operations Administrator-Colorado
· Adjudicate and process Section 125/Flexible Spending Account claims 
· Maintain proper demographic information in participant accounts for all lines of coverage, including status changes 
· Flex Customer service phone
· Perform all functions in within established timelines as required by each client, or Federal regulations, as appropriate


[bookmark: _GoBack]Innovante Benefits Administrators-10/11 to 03/12
Medical Data Entry-Colorado
· Key into Q-link all type of medical and dental claims
· Exceed Data Entry Department goals with 98 % accuracy and 10,000 ksph for production within time 
· inventory for: First Choice, First Health, PHCS
· Identified steps necessary to process requirements.
· Perform incoming mail functions: opening, sorting, distribute to internal employees. 
·  Process all new claims pricing a varying of complexity of contracts for pricing accuracy.
· Adhere to all HIPPA rules and regulations

	
Hewlett Packard-11-08 to 06-11
Medical Data Entry-Ok
 
•        Key and verify written instructions from SunGard Database for ADA-Dental, UB- Hospital and CMS 1500 Billing claims.
•         Process medical claims with 98 % accuracy and 10,000 ksph thus reducing backlog.
•        Judgment with Priority skills used on a daily basis to meet department deadline                 production.
•         EOB’s were reviewed and adjusted for processing all medical claims. 
•         Incoming mail: opening, sorting, distribute to internal employees.

 
 Office Team- Colorado-02-08 to 03-08
Accounts Receivables-1st Assignment Walgreens/Senior Med
•       Open, sorted and match incoming vendor invoices for balancing purposes.
•       Accurately reconcile daily bank, cash box thus reducing financial errors.
•      Basic administrative responsibilities included maintenance of copier, organize filing cabinets in numerical order, photocopied, bank checks scanned, vendor documents deposit(s) transfer into accounting spreadsheet.




Office Team-Colorado-04-08 to 06-08
Beverage Distributor Wine/Spirits
Order Processing Associate
•      Order Processor-In a fast pace Small Call Center served as a liaison between in-house sales representatives, internal employees and warehouse employees to meet external customer satisfaction with retention goals.
•      Extensive over the phone and computer time in collecting and matching customer selection and purchase orders associated with pricing sheet.
•      Respond to inbound customer inquiries for product information for ship dates, or order shipping status.

Insurance Overload Staffing-10-07 to 01-08
CNIC Health Solutions-Colorado
Reprice Medical Claims 
•     Claim pricing inventory in manual mailboxes for dual platforms/networks for providers.
•     Demonstrated knowledge in depth for hospital, provider billing, and dental claims.
•     Adhere to HIPPA rules and regulations within the company.
•     Data Entry skills with 98 % accuracy and 10,000 ksph exceeding daily deadlines.    
 
 Design Benefits, Inc- Colorado
01-06 to 01-07
Medical Bilingual Customer Support
•      In a professional, polite and clear manner handled customer’s medical coverage.
•       Communication done thru incoming phone calls, voice mail and written   correspondence, email and incoming faxes.
•       Assist customers in locating hospital, physicians, dental, and optometrist benefits. 
•      Transfer calls to Health Care Management department within company policy and guidelines.





Farmers Insurance Group-Oklahoma 
03-00 to 12-04
Bilingual Customer Support
 
•      Respond to customer initiated telephone inquiries in a fast pace In/Outbound Call   Center with empathetic and rapport skills.
•      Obtained in detail and within time constraints initial claim loss information as it pertained to an automobile accident, house fire or water damage to the homeowner.
•       Advice insured’s/3rd party of claims process thus reducing repeated calls.
•       Handled minor, non-questionable liability claims, work closely with Enterprise, Hertz car rentals, dispatch towing for non-operable vehicles and home restoration services with ServiceMaster.


