	                                                                                     Erin L. Carter	
Philadelphia, PA 19111 - 347.993.5132 - Erinl29@yahoo.com

Professional Summary
MBA candidate coupled with BS in Justice Studies and Business Management. Background working in the insurance, healthcare, and transportation industries; human resources and compliance department. Recognized for the ability to communicate effectively, strong problem- solving skills and able to meet project milestones under tight deadlines.

  Skills: Notary Public, CPR Certified, Microsoft Office Suite, Compliance, Scheduling, Administrator of Billing and Facilities, QuickBooks, Outlook, Lexis/Nexis, Westlaw, ADP/payroll, Auditing, Recruiting, Navi Net, Training, Supervisory, Operations Management, Human Resources, Customer Service/Receptionist.


Experience 

OMNI Health Services                                                                                                                                                 Upper Darby, PA
[bookmark: _GoBack]Evening Front Office Manager                                                                                                                                                   2018-Present
· Greet and check in patients in a friendly manner, while assuring an efficient check in process.
· Responding to patient billing or financial inquiries, directing to appropriate departments, as necessary.
· Scheduling Staff with proper agencies as needed following up with agencies to see what staff is needed.
· Answering phone calls, billing and payroll; preparing correspondence with clients and candidates.
·  Analyzing and entering data into our internal database; creating professional documents and reports for internal management and clients.

SEPTA                                                                                                                                                                           Philadelphia, PA
Adjustment Investigator-PI                                                                                                                                                2017-Present
· Maintains handwritten record of contracts, interviews and status of cases. 
· Obtains hospital and police reports, Physician’s report and bills. 
· Inspects auto where damage is minor in cases where a personal injury claimant is also the owner of auto.
· Investigates length of absence from work due to injury and report this directly to FELA claims supervisor.
· Provides physical description of employee and obvious signs of injury or disability and convey same to FELA claims supervisor. 

G4S Compliance & Investigations 									Raleigh, NC                                                                                                    
Surveillance Investigator 										                 2016-2017
· Independently investigate insurance claims filed for a variety of coverage to include workers’ compensation general liability, disability, property and casualty life and health cases.
· Use discretion and collect facts related to claim and video documentation of claim related activity.
· Interview persons known to be involved or having knowledge of an insurance claim.
· Developed professional, accurate, and detailed reports.
· Testify to the collected facts obtained in any hearing or court of law as needed.

Mercy Health Systems 									                         Conshohocken, PA                                                                                                         
Cash Applications Representative									                    2015-2016
· Posted all payments to patient accounts correctly in a timely manner.
· Balanced all activities related to manual and electronic payment processing and posting.
· Data entry of account payments, medical coding and billing, updated internal records.
· Exceeded monthly goal of 80% rate of accuracy and speed.
· Answered phones took accurate messages, data entry, customer service and other clerical duties.
	
RecCare, Inc 											               Jenkintown, PA 
HR Coordinator Assistant											    2013-2015
· Continuously build and maintain clients and prospects, attended career events.
· Served as a backup to HR Coordinator, performed customer service, operated multi-line phone system took accurate messages.
· Administered accounts payable process, record keeping, interviews, screens and recruiting.
· Maintained timely and accurate information on all candidate information; updated employee pay schedule, 
gather payroll data, worked with ADP software, auditing reports, and implemented benefit packages.
· Communicates to entire staff on HR matters, coordinates health, life, and disability enrollment.
· Maintain contact with existing talent pool candidates to obtain and capture current market intelligence.
· Prepared new hire employment offer letters and packets for potential candidates.


Premier Investigations 									                           White Plains, NY
Investigator										                                2013
· Worked on cases for trial preparation (i.e. Workers Compensation & Insurance) Investigated and resolved claims 
· Notarized necessary documents and served subpoenas, 
· Performed background checks, data entry and analyzed data using specific software.
· Interviewed, located, and obtained statements from claimants, insured’s and witnesses.
· Perform insured/claimant/witness locates, performed customer service.



Hereford Insurance                                                                                                                                                           LIC, NY	                                                                             
SIU Investigative Assistant                                                                                                                                                   2009-2013
· Interview, locate, and obtain statements from insured’s, claimants, and witnesses, notarized documents.
· Perform national background searches: skip tracing, medical and insurance billing.
· Created monthly and quarterly expense reports, processed payroll using ADP software, auditing reports and implementing benefit packages and performed customer service.
· Analyzed data using specific software, worked on appeals.
· Worked/referred fraud cases to the Fraud Bureau on claims dealing with Workers Compensation and Accidents 
involving Taxi/Livery cabs, claim resolution 45% rate were actual cases where the company saved money.


FedEx Home Delivery                                                                                                                                                       Bronx, NY                     
 Office Administrator II                                                                                                                                                         2006-2010
· Served as an office manager and made sure the facility ran smoothly, operated multi-line phone system. 
· Collaborated with outside vendors in making sure their credentials were current.  
· Processed payroll, auditing reports, employees scheduling, processed I-9 s, job posting to external/internal websites and implemented employee benefit packages.
· Coordinates various HR projects, establishes and maintains records and reports.
· Created monthly and quarterly expense reports, performed customer service, maintain applicant tracking system.
· Interviews and screens prospective candidates and performed background & reference checks.
· Source qualified candidates for open requisitions within our clients’ industry.
.                                                         

ACTIVITIES

Peer Mentoring Program: Berkeley Leaders Unite to Empower

EDUCATION:

Jack Welch Management Institute/Strayer University
Pursuing Executive Masters of Business Administration                                                                                                                            

Berkeley College     										
 Bachelor of Science Degree in Justice Studies/Business Management                                                                   2016

  Associate Degree in Paralegal Studies                                   						     2005



REFERENCES

Will be furnished upon request
