	Marianne Hathaway
	8425 Jackson street, philadelphia,pa 19136, 215-554-5940, mariannehathaway@comcast.net

	Objective

	In search of an opportunity that will allow me to utilize my current abilities and acquire additional skills.

	Experience

	2013 to present
	Aria-Jefferson 3B Orthopedics
	Philadelphia, PA

	Patient Registrar
Working directly with patients as they schedule for physical therapy. Responsible for creating new patient accounts, verification of medical coverage, obtaining referrals, authorizations, and prescriptions as needed. Preparing physical charts, as well as electronic records, maintaining multiple provider schedules, creating and confirming appointments. Perform daily billing department functions, including medical coding, charge entry, claims, payment posting, and reimbursement management. Examine patients encounter forms to verify diagnosis codes, and reconcile codes against services rendered. Accurately input procedure and diagnosis codes into billing software to generate invoices. Follow up on past due invoices and delinquent accounts to reduce number of unpaid and outstanding balances. Document patient data and medical records, and perform routine medical record audits to comply with insurance company requirements. Uphold and reinforce compliance with hospital policies and federal regulations such as HIPAA. Assisting patients throughout the facility as needed. Implementing policies and procedures, resolving inter-office issues and regular communication with the office manager as well as other supervisory staff. Creating and maintaining appointments, meetings and events. Additional administrative tasks such as faxing, filing and telephone duties performed on a routine basis.

	2008 to 2013
	Muscle bone and Joint Center - Northeast Orthopedic Specialists
	Philadelphia, PA

	[bookmark: _GoBack]Health information specialist
Working directly with the senior orthopedic surgeon. Responsible for the preparing, processing and filing of patients’ charts for office visits. Fundamental duties include creating and preparing encounter forms, verifying health insurance eligibility as well retrieving any necessary reports from outside facilities. Responsible for coordinating supply orders as well as regular maintenance of office equipment for the medical records department. Implementing policies and procedures, resolving inter-office issues and regular communication with the office manager.  Creating and maintaining appointments, meeting and events. Additional administrative tasks such as faxing, filing and telephone duties performed on a routine basis.

	2006 to 2008
	Othmer Library of Chemical History
	Philadelphia, PA

	Processing Assistant, Rare Book Project
Responsible for processing all rare book materials. Duties include applying polyethylene strapping, attaching spine labels, RFID tags, and barcodes, creating item records, and shelving materials. Coordinates centralized purchasing, including placing all orders, processing all orders as they are received and invoicing vendors. Data entry long with basic administrative tasks such as filing, faxing, and telephone duties.

	2005 to 2006
	Northwest Human Services – Bucks County
	Bensalem, PA

	Medical Administrative Assistant
Created and maintained productivity reports. Performed client eligibility verification. Processed encounter forms. Produced units of service reports. Maintained clients’ charts, duties included pulling charts, performing routine audits of clients’ charts, and filing charts. Along with basic administrative tasks, such as filing, faxing, greeting visitors and telephone duties.

		2005 to 2005
	City of Philadelphia, Health Center 10
	Philadelphia, PA

	Medical records/pharmacy clerk
Assisted in the medical record room pulling, preparing and filing patients’ charts. Editing encounter forms as well as filing lab reports. Assisted in the pharmacy distributing prescription medication to patients.

	2000 to 2003
	Chemical Heritage Foundation
	Philadelphia, PA

	Library technical Assistant
Maintained correspondence between current and potential donors to the Othmer Library. Basic library tasks such as applying spine labels, RFID tags, barcodes, creating item records, and shelving materials. Data entry long with basic administrative tasks such as filing, faxing, and telephone duties.



Education

	2007 to 2009
	PENN STATE UNIVERSITY
	

	Business administration

	2006 TO 2007
	Community College of Philadelphia

	behavioral health and human services

	2004 TO 2005
	Philadelphia Workforce Development Corporation

	medical billing and coding

	1995 TO 1997
	Community College of Philadelphia

	behavioral health and human serices
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