                             		Magin Sandoval
 1521 Kennedy Dr   Northglenn, CO 80234   magin.sandoval@yahoo.com   303-451-6525



1) Job Title: Suspense Voucher Examiner
GS-303-7-4			From: 07/04			To: 02/06


Employer: VA, Health Administration Center	Salary:  $44,380 per year	Hours:  40 per week
		300 S. Jackson Street 
		Denver, CO 80209			Supervisor:  Mike Woodson (303) 331-7636

Duties and Responsibilities

While working in suspense I would utilize all the same software with added access to specified tabs than I did as a Voucher Examiner. I would proof read the work done by the voucher examiner, ensure all work was done correctly, and make corrections as needed. I also did all duties of the voucher examiner with added duties required as a suspense examiner. Working with one other suspense voucher examiner, we would input foreign medical bills into the system and process them. These medical bills required being sent to the translation unit and then sent back to me for coding, which required researching through the American coding books, as other countries do not use the same coding system as we do in America.  While doing this I would also have to research RX coding from foreign countries to provide specified medications to each veteran prescribed by foreign doctors.  I would also convert currencies from other countries to ensure each veteran was being paid out the correct US dollar amount assign by the VA.  During this time I would also ensure that I was following all rules, laws and regulations accurately and that my quota and accuracy was met above and beyond company standards.


2) Job Title: Voucher Examiner 
		GS-303-5-4				From: 06/02			To: 07/04


 Employer:      VA, Health Administration Center	Salary:  $27,016 per year	Hours:  40 per week
		300 S. Jackson Street 
		Denver, CO 80209			Supervisor:  Jeanne Hoffee (303) 331-7622

Duties and Responsibilities 

My work involved inputting medical bills into the Vista system.   The Vista system is an integrated system that contains veteran’s account data, including payment and reimbursement data.  This system generates various account, tracking and financial data.  Financial information is transferred to the Department of Veterans Affairs, Austin Finance Center for oversight before being released to Department of the Treasury for issuance of payment.  The claims are used to update various accounts.  Internal auditors verify the data for accuracy. 

I received medical claims from the office services section of my building they receive medical bills from varies medical centers throughout the USA and some from around the world.  When receiving the medical bills, I would then analyze the claim to determine if all the necessary info is there to input the claim.  I would some times have to refer to our manuals to determine if that is the correct information (CPT code book) HCPCS code book and the ICD-9 and our training manual.

My responsibilities would include making sure that I had reviewed the bill to make sure that the info supplied is all there and correct.  I have a quota that I have to make everyday, my daily average is well above the standard. 


3) Job Title: Program Support Clerk (OA)	
		GS-303-05			From:  01/00 			           To: 06/02
		GS-303-04				01/99     			      01/00
		GS-303-03				02/98				      01/99
		
 Employer:	VA, Health Administration Center	Salary:  $23,622 per year	Hours: 40 per week			300 S. Jackson Street						
		Denver, CO  80209			Supervisor: Frank Martinez (303) 331-7580

Duties and Responsibilities

My work involves processing veteran’s claims (submissions) in preparation for manual processing in other areas in the VA and for input into the automated system, Vista.   The Vista system is an integrated system that contains veteran’s account data, including payment and reimbursement data.  This system generates various account, tracking and financial data.  Financial information is transferred to the Department of Veterans Affairs, Austin Finance Center for oversight before being released to Department of the Treasury for issuance of payment.  The claims are used to update various accounts.  Internal auditors verify the data for accuracy. 

I receive, sort by type and count all assigned incoming claims.  Claims are a collection of different types of source documents that are sent in one envelope.  They are a variety of documents that contain individual veteran account information and are used to request payment or reimbursement for medical services and/or supplies.  Claims are submitted from numerous contacts, Federal and private, including hospitals, clinics, physicians, laboratories, and other providers (vendors, as well as beneficiaries and veterans).

I batch documents by type and assign batch control numbers that are generated from the Vista system and log into log book.  Source document batches are rechecked for accuracy against the log book and batch worksheet. 

I track and monitor my production of work on a daily basis.  I maintain a count of number of claims processed, ID cards issued, amount of mail counted, benefit packets distributed, etc.  Information is given to management staff for tracking performance, workload fluctuation, ensuring work is performed within Center standards.   

I examine claims to determine that all pertinent data required for input of claims are contained in the source document and verify the accuracy.  Data includes numerous types of data elements, including procedure and diagnostic codes, payment and reimbursement information, tax identification numbers, dates of service, other health insurance, beneficiary’s authorization number, etc.  If claims contain more than one beneficiary, they may need to be split if other health insurance is involved.  If I detect any data that is missing from the claim, I resolve discrepancies with source documents by determining what action needs to be taken and who the responsible party is.  Based on my review, I then return the claim to the appropriate party with a cover letter identifying discrepancy and requesting the required data and/or action.  Any appropriate documentation is stated and/or included.  This effort is critical in reconciling discrepancies in a timely manner so that appropriate payments and reimbursements are done. 

I analyze claims to determine if the quality of the document is satisfactory for digitizing, or if photocopying is required to accomplish the scanning process.  Digitizing the claims is vital to the effectiveness of our organization.  This process requires capturing and integrating paper documents into a database to provide search, index and printing capabilities of the documents that have been digitized into an electronic image.

I determine the eligibility of patients not clearly identified as beneficiaries by reviewing our database system.  I perform numerous searches in the system before determining the beneficiary or sponsors are not eligible for benefits.  If an eligible member submits a claim, I process beneficiary braced labels specific to patient data listed on the claim.  I review and analyze the claims to determine which action is required and route to appropriate party for final processing of payment. 
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1) continued

I scan claims in a timely manner while ensuring clarity of the image for further processing.  I print ID cards for those that are eligible and send the cards out along with benefits information. .  I generate release reports for individuals who are eligible for benefits.  I then generate a pending finalization report to compare the information on the report with the actual cards generated to ensure information is correct.  I also generate an exception report for non-eligible individuals and provide all reports to management for tracking, follow-up and reporting purposes to the Central Office. 

I am responsible for operating numerous types of office equipment.  Equipment includes personal computer, scanner, wander, barcode labeler, fax machine, telephone, microfiche reader/printer, copiers, Pitney Bowes inserter, card printer, forms conveyer, paper drill, industrial shredder, and reproduction equipment.  All equipment is used observing safety precautions.  I effectively maintain equipment in my work area and notify proper personnel of any unusual problems.  

I maintain the file room and all files for beneficiaries and sponsors.  I maintain and control a variety of documents in the files.  I am responsible for extensive searches for records for staff throughout the Center.  Requests are received through the electronic database or by manual lists.  I deliver files in a timely manner, ensuring the location of the files are properly recorded in the database tracking and logging system.    I perform quality control review by performing spot checks for misfiled documents.  I determine which files are to be searched, considering factors such as errors in filing procedures, variations in name, file codes, etc.  I assemble files in correct sequential or chronological order.  I file new material such as medical care or eligibility documentation.  Due to the sensitive nature of files, I maintain the proper degree of security and confidentiality.  

I assemble, address and mail out various documents and written material to vendors, VA Medical Centers and Regional Offices, providers, sponsors, and beneficiaries.  This includes claim forms, handbooks, change sheets, ID cards, and brochures. 

I perform all duties adhering to Federal regulations, rules, policies and desk procedures. 

I have daily contact with managers, supervisors, and fellow employees at all levels.  I provide technical advice to others and I assist in training new employees in our unit.  I am able to work and communicate effectively, orally and in writing, with a variety of people from diverse backgrounds. I have a strong work ethic and am courteous with all levels of individuals, both inside and outside the VA.   

I perform my duties under general supervision with extreme independence given to me to perform those duties.
I adhere to strict quality control guidelines and internal controls when processing claims because of the financial impact to veterans and/or medical practitioners and institutions, as well as, impact to account and financial records in the Vista system.  I handle sensitive and very personal veteran’s account data and must maintain a high degree of confidentiality in my work.      

All my work requires strict adherence to rigid processing timeframes that are critical in meeting because of the financial impact to individual veterans and/or medical practitioners and institutions, as well as impact on future budget requests.  
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2) Job Title: Machine Operator		From: 06/97 			To: 09/97

 Employer:	SPM Denver			Salary:  $310 per week	Hours: 40 per week				5330 Fox Street						
		Denver, CO  80216		Supervisor: Judi Morse (303) 293-2300

Duties and Responsibilities

I am responsible for making plastic accessories for cellular phones, computers, pagers, car parts and remotes for various companies.  I am responsible for setting up molds in the machine for specific items to be pressed.  I properly pour liquid plastic into the mold for the particular item I am making and allow it to be pressed in the machine for the required time for setting.  Once molds are set, I look for any defects in the items and dispose of any not meeting required standards.  I shave off any excess plastic and clip spurs according to guidelines.

In performing these duties, I ensure proper guidelines and procedures are followed and adhere to all safety requirements.

I am responsible for maintaining a production report that includes type/number of parts made, amounts of plastic used, and number of boxes packaged.  Production reports are submitted to management on a daily basis for tracking purposes and performance requirements.

I am able to meet timeframes and effectively work under stressful situations without interruption to work.  I have a good work ethic and am professional and courteous to managers, supervisors, and fellow employees.

I am able to work with a variety of people from very diverse backgrounds.  Oral communication is performed daily with management, fellow employees, other stores, vendors, and the general public.

Little or no supervision is necessary.		
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3) Job Title: Cashier/Food Preparer		From: 03/96 			To: 06/96

Employer:	Dairy Queen			Salary:  $148 per week	Hours: 25 per week				721 W. 84th Ave.						
		Federal Heights, CO  80221	Supervisor: Scott Patrick (303) 427-3744

Duties and Responsibilities

I am responsible for greeting and providing service to customers both in-person and by telephone.

I maintain an accurate record of cash receipts on a daily basis.  I open new account records each day and post summary amounts to different accounts throughout my shift.  I must close account records at night after balancing against receipts, which also requires re-adding amounts to verify accuracy. I am solely responsible for large amounts of cash and must maintain an accurate money count at the register, including auditing the register of recorded amounts.  Any discrepancies are identified and reported immediately.  Detailed account records are maintained and physical cash is properly recorded in the store safe.  I ensure correct change is provided to customers and proper amounts are charged for their orders. 

I maintain knowledge of current pricing levels and record changes on menu displays.

I am responsible for complete preparation of all food items.  Needed items are organized and assembled efficiently.  I adhere to food preparation guidelines and keep food properly stored at required temperatures. I am also responsible for stocking inventory in an organized manner, assisting in inventory control and reporting, and informing supervisor of items that are low in stock.

I work in a varying environment.  A pleasant and courteous manner is employed with customers, management and fellow employees.  I work under stressful situations and am able to adapt effectively.  I have a good work ethic and am professional and courteous to managers, supervisors, and fellow employees.

I am efficient and able to perform work in a timely manner and can be called upon in a moments notice.  I am prompt and pay close attention to detail.  I am always willing to accept new challenges and interested in learning new aspects of my position.  I pay close attention to specific guidelines under which I must work.  I ensure all work is performed adhering to store policies and Tri-County Health Codes.

I am able to work with a variety of people from very diverse backgrounds.  Oral communication is performed daily with management, fellow employees, other stores, vendors, and the general public.

Little or no supervision is necessary.		
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4) Job Title: Courtesy Clerk			From: 04/95 			To: 03/96
	         (Service Desk)

 Employer:	Albertsons			Salary:  $6.07 per hour	Hours: 25-40 per week			10701 Melody Drive						
		Northglenn, CO  80234	Supervisor: Mike Satchell (303) 457-0650

Duties and Responsibilities

I am responsible for greeting and providing service to customers both in-person and by telephone.

I maintain an accurate record of cash receipts on a daily basis.  I open new account records each day and post summary amounts in various accounts throughout my shift.  I must close account records at night after balancing against receipts, which also requires re-adding amounts to verify accuracy.  I am solely responsible for large amounts of cash and must maintain an accurate money count at the register, including auditing the register’s recorded amounts.  Any discrepancies are identified and reported immediately.  Detailed account records are maintained and physical cash is properly recorded in the store safe. I work as a cashier, checking items purchased by customers.  I ensure correct change is provided to customers and proper amounts are charged for their orders. 

I maintain knowledge of current pricing levels and record changes appropriately on displays.

Responsible for providing sales of Keno, Lotto, Lottery tickets and money orders.  I receive returned items from customers and assist them in exchanging the item, issuing store credit, or returning their money.  I issue developed film to customers and charge correct amount for the film.  

I accept applications for movie rental cards and process information into computer system before issuing the card.  I provide instructions to customers on rental agreement.  I check out movie rentals to customers and clear return rentals from customers' accounts.  I try to persuade customers to submit overdue amounts to clear their accounts.  I follow-up on overdue rentals and delinquents accounts.  I am responsible for making courtesy calls to customers who issued insufficient fund checks allowing them to handle the situation before it is turned over to collection.  I maintain records of accounts and report severe issues to management for action. 

I am efficient and able to perform work in a timely manner and can be called upon in a moments notice.  I am prompt and pay close attention to detail.  I am always willing to accept new challenges and interested in learning new aspects of my position.  I pay close attention to specific guidelines under which I must work.  I ensure all work is performed adhering to store policies and Tri-County Health Codes.

I am able to work with a variety of people from very diverse backgrounds.  Oral communication is performed daily with management, fellow employees, other stores, vendors, and the general public. I have a good work ethic and am professional and courteous to managers, supervisors, and fellow employees.

Little or no supervision is necessary.		
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5) Job Title: Cashier/Food Preparer		From: 06/94 			To: 02/95
	
Employer:	Pizza Time			Salary:  $4.75 per hour	Hours: 25 per week				1550 W.  88th Ave.						
		Federal Heights, CO  80221	Supervisor: Shawn (303) 427-1222

Duties and Responsibilities
	
I am responsible for greeting and providing service to customers both in-person and by telephone.

I maintain an accurate record of cash receipts on a daily basis.  I open new account records each day and post summary amounts throughout my shift.  I must close account records each night after balancing against receipts, which also requires re-adding amounts to verify accuracy.  I am solely responsible for large amounts of cash and must maintain an accurate money count at the register, including auditing the register’s recorded amounts.  Any discrepancies are identified and reported immediately.  Detailed account records are maintained and physical cash is properly recorded in the store safe.  I ensure correct change is provided to customers and proper amounts are charged for their orders.  

I maintain knowledge of current pricing levels and record changes on menu displays.

I am responsible for complete preparation of all food items.  Needed items are organized and assembled efficiently.  I adhere to food preparation guidelines and keep food properly stored at required temperatures. I am also responsible for stocking inventory in an organized manner, assisting in inventory control and reporting, and informing supervisor of items that are low in stock.

I work in a varying environment.  A pleasant and courteous manner is employed with customers, management and fellow employees.  I work under stressful situations and am able to adapt effectively.

I am efficient and able to perform work in a timely manner and can be called upon in a moments notice.  I am prompt and pay close attention to detail.  I am always willing to accept new challenges and interested in learning new aspects of my position.  I pay close attention to specific guidelines under which I must work.  I ensure all work is performed adhering to store policies and Tri-County Health Codes.

I am able to work with a variety of people from very diverse backgrounds.  Oral communication is performed daily with management, fellow employees, other stores, vendors, and the general public. I have a good work ethic and employ a professional and courteous manner to managers, supervisors, and fellow employees.

Little or no supervision is necessary.		
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Item 13) OTHER QUALIFICATIONS

Training

· Submission Reassemble, 2/98
· Scanning, 2/98
· Pull List Creation, 2/98
· File Room Maintenance, 2/98
· Prescreening, 7/98
· Authorization Cards, 7/98
· Reproduction/Duplication Requests, 7/98
· 3884 Mail-outs, 7/98
· Age Letter Mail-outs, 7/98
· Employee Orientation, 7/98
· Preventing Sexual Harassment, 5/99
· Customer Service, 11/99
· Information Security, 12/99 

Special Skills 

Extensive use of personal computers, various word processors and software packages:

MS Windows Applications, Microsoft Word, Microsoft Works, Power Point, Window Images. 

Packages are used for preparing and generating reports.  I am able to perform all phases of input, edit, retrieval, mail merge, diskette format, data transfer network and backup procedures.  I am also familiar with performing searches on the Internet.

I am able to operate all office equipment: personal computers, typewriters, calculators, copy machines, fax machines, microfiche readers/projectors, electric stapler, scanner, wander, bar-code labeler Pitney Bowes inserter, card printer, forms conveyer, paper drill, industrial shredder, and reproduction equipment etc.  My equipment skills include the ability to do some routine maintenance and setting adjustments.  

10 key by touch

Typing Speed: 40+ words per minute.

Awards/Promotions
	
Promotion to GS-4	01/03/99
On-the-Spot Award	05/21/99
Special Act Award	07/08/99
On-the-Spot Award	11/02/99
Promotion to GS-5	01/16/00
Blue Ribbon Award    
            Promotion to GS-6      07/11/01    
  
