Sharlina D. Scott
3514 Tudor Street, Philadelphia, PA 19136
Phone: 215-834-5068 | Email: scottsharlina@aol.com
Skills
· Strong priority management skills with the ability to work in a high paced environment.
· Ability to juggle multiple tasks simultaneously.
· Ability to work comfortably with all levels of management including senior level leaders.
· Ability to think and act quickly while having a strong attention to detail.
· Adaptable and flexible to new situations.

Education
Community College of Philadelphia | Fall 2018
Certificate in Medical Billing and Coding 2019

Parkway Northwest High School | Sept. 2009 – June 2013
High School Diploma
GPA: 3.4

Professional Experience
Rosenbaum & Associates, P.C. | April 2018 – Present
Versatile File Clerk
· Completes medical billing balances for client accounts that are outstanding.
· Files paperwork accordingly for colleagues.
· Drafts letters and correspondences for paralegal’s to give to the attorney’s for review, clients, insurers and Medicare claims.
· Other duties as needed.
C3i Solutions, Inc. | Sept. 2017 – April 2108
Data Processing Specialist
· Typed 100+ applications daily from paper applications into OCR computer system for paperless filing.
· Opened/sorted rejected applications and mail; filed new applications for Merck clients.
· Managed tasks effectively, ensuring work is completed within a specified time.
Prospect Airport Services, Inc. | Aug. 2016 – Sept. 2017
Lead Passenger Service Assistant
· Directed passengers in the right direction of their gate and provided accurate information for departure or arrival flights.
· Assisted disabled passengers to their correct gate by assigning them an electric car or an available passenger service assistant.
· Provided exceptional customer service to staff, visitors and passengers.
EmCare, Inc. | July 2013 – July 2016
Enrollment Specialist
· Maintained filing copies of enrollment and billing applications.
· Scanned and filed various amounts of paperwork into Oracle database.
· Drafted past due letters for providers and insurers.
· Performed other data entry tasks as assigned.
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