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	Profile Summary


· HRIS applications (PeopleSoft Enterprise Human Resources, ADP)
· MS Office (Word, Excel, PowerPoint, Access, Outlook
· Over five years of customer service and administrative experience

· Four years of account specialist experience in the healthcare industry

	Professional Experience


Kaiser Permanente Aurora, CO 
May 2010 – Present
Account Specialist, Refund Specialist/Cash Management, Pharmacy A/R Billing Technician
· Investigated credit balances, did A/R to process check refund requests
· maintained low credit balances on member’s accounts
· Processed credit card refunds, payment posted for worker’s compensation
· Medicaid electronic billing/data entry, undistributed payment cleanup, work Medicaid reject reports
· NSF collections recovery, receive all third party billing bank transfers
· Processed pharmacy charge advices and refunded long term care credits
· Processed refund requests for prescriptions, refunded limited income substance members on approved reports
Great West Healthcare 
May 2008 – January 2009
Cobra Benefits Administrator
· Assisted Cobra members with billing and processed open enrollments
· Ordered identification cards for members and companies, sent certificates of coverage
· Sent certificates of coverage for group benefits

· Processed cobra members and researched company information for error reports
· Verified member information for enrollment processing.
· Worked closely with procurement of companies and HR benefits specialist 
Corporate Express 
October 2006 – April 2008  
Account Maintenance Tech

· Performed general administrative duties including filing, phones and customer service.
· Controller over southern region states contracts being liaison between field reps and contract administrators
· Admin duties of procurement of accounts and contracts, contract updating, 
· Ordering supplies and new contract enrollment.
· Billing and payment processor.
· Ran daily report out of Excel for errors
	Education


DeVry University 
Aug 2007-June 2012
Bachelors of Science in Business Administration
Concentration in Human Resource Management
Minor in Accounting
