Shelly Skinner 
267-356-2997
Lightbright484@yahoo.com 
                                                                            
OBJECTIVE
 
Seeking a position as a medical office assistant or medical assistant in a fast-paced environment where helping people with their healthcare needs is a top priority. Adept in both clinical and administrative settings.
_____________________________________________________________________________________
EDUCATION
Southern New Hampshire University- Undergraduate Public Administration (Currently Enrolled)

Ashworth College- Medical Office Assistant, 2015 (Graduate)

James Madison High School- High School Diploma (Graduate)

George Washington High school 
_____________________________________________________________________________________
                                                                       EXPERIENCE

Greenhouse Internist-GHI Philadelphia, PA                                                                                                 11/2017- Present

Patient Service Representative, Referral Coordinator
· Schedule, reschedule, verify patient appointments, run patient insurance eligibility, provide patient forms, coordinate physician schedules, maintain patient flow by communicating patient arrivals or delays. 
· Answer patient questions and concerns pertaining to their appointments or physicians notes
· Scan patient medical consultation forms into their charts
· Referral request for specialist visit through Navinet, Health Partners, Keystone first, and Aetna Insurance
·  Administrative duties
· [bookmark: _GoBack]Process copayments, past due bills on patients account charts
· Check patients in and out after visiting the physicians
· Answer telephones, make copies, fax and update patients EMR records charts
· Assists patients with filling out referral request, labs and flu shot forms



Center for Dermatology Philadelphia, PA                                                                                 09/2016- 11/2017                                                  

Patient Service Representative, Front Desk 
· Greet and check-in patients, collect medical insurance information.
· Schedule, reschedule, verify patient appointments, run patient insurance verification eligibility Coordinate physician schedules, maintain patient flow by communicating patient arrivals or delays. Use Versa form software to manage patient records and files
· Use Navinet to check patient insurance numbers, daily administrative functions, including customer service, patient scheduling, and inventory management. 
· Collect patient co-payments, and recorded payment transactions, obtained third-party payer authorization for services provided and communicated outstanding balances to insurance companies and patients. 
· Reinforce and uphold patient confidentiality as required by HIPAA and clinic. 
· Manage office and medical supply inventories; receive deliveries and organize supplies in stockrooms and exam rooms.

AmeriHealth Caritas Philadelphia, PA                                                                                    10/2014- 11/ 2015 

Member/Provider Services, CSR  
· Answer inbound calls, address member/provider inquiries, and verify patient insurance eligibility. 
· Assist with enrollment inquiries, claims verification or questions, eligibility status, provider claims verification, benefits interpretation, and referrals/authorizations for medical care. 
· Responsible for receiving in responding to and directing member phone calls. 
· Provides available information upon request and escalates issues as appropriate. 
· Maintains confidentiality per HIPAA guidelines has knowledge of commonly-used concepts, practices, and procedures within a particular field. 
· Relies on instructions and pre-established guidelines to perform the functions of the job. 


Magellan Search in Staffing Philadelphia, PA  
                                                                             
Collection Agent/Customer Service Representative                                                                  03/14-05/14

· Handle multiple accounts, answering questions, receive inbound calls
· Assist with customer complaints, fax invoice bills, print Past due bills, follow-ups, update accounts.
·  Accept payments from customers, inbound in outbound calls, use automatic dialer, send return labels, cancel orders, document customer request for emergency contact or notes
· Offer customers credit write-offs on bill 


NCO Financial INC Horsham, PA

Collections Representative                                                                                                       08/10-05/12 

· Responsible for reaching out to customers to collect payment for overdue bills, loans, or other payments. 
· Acts as the liaison between creditors, and customers, manages overdue accounts.
·  Inbound and outbound calls, contacting customers on a daily basis, Business to Business calls
· Customer Service functions, answering general questions, obtain goals monthly, typing of all correspondence, 
· Track records of clients interactions and transaction, processing paperwork upon delivery, financial services, credit report updates, assist with previous mortgage lean accounts, bounced checks, refund, voided payments credit report screens, faxes, insurance medical codes, general office functions. 
 
Monarch Recovery Management Philadelphia, PA                                                                           06/09-08/10

Collection Representative
 
· Responsible for reaching out to customers to collect payment for overdue bills, loans, or other payments. 
· Reducing delinquencies and bad credit, maximizing recovery, proven ability to update the customer record with new updated information
· Acts as the liaison between creditors and customers and manages overdue accounts
· Reducing delinquencies and bad credit, maximizing recovery, proven ability to update the customer record with new updated information
· Obtain month goals, review customer's overdue balances
· Confirm calls with customer of debt or account, controlling delinquent balances and collect payment on account
· Negotiate payment arrangements, inbound in outbound calls, faxing, process paperwork 



CR ventures Platinum Trust Jenkintown, PA                                                                                03/07-06/09

Telemarking/Sales
 
· Obtain customer information such as name, address, and payment method, and enter orders into computers
·  Explain products or services and prices, and answer questions from customers. 
· Adjust sales script to better target the needs and interest of specific individuals. 
· Set payment arrangements for call backs  

 
Blue Bell Place Blue Bell, PA

Residential Aide                                                                                                                       10/06-01/07

· Assist patient with bathing, dressing, hygiene and grooming in accordance with established care plan
· Obtain specimens, weight, and vital signs of patients
· Update residents report changes in resident condition, health to resident care manager Work 
· Provide pre-operative and post-operative patient care and monitoring
·  Clean common areas, engaged and vacant apartments performed general housekeeping tasks 
· Support nurses, and other staff by filing, charting, and documenting
· Managed record of resident medication Attended and participated in staff meetings and training 
 


Additional Information

SKILLS  
· Outstanding Problem solving in strong Customer Service skills  
· Excellent attention to detail and superb follow-up skills 
· Experience using computer in office and ability to verbally communicate to staff in clients in a professional manner  
· Critical Thinking
· Basic mathematical background  
· Proficient in Microsoft Office, Excel, Word, Outlook.  
· Attention to detail  
· Spreadsheets  
· Telephone etiquette skills 
· Filing  
· Typing 28- 40 wpm  
 
 
MEDICAL ASSISTING & ADMINISTRATIVE TRAININGS
· OSHA Regulations
· HIPPA LAW
· Knowledge of policy in procedures
· Medical Terminology
· Billing & Coding
· Office Administration
· Schedule Management
· Medical Law & Ethics
· CPT-ICD-9 coding
· Insurance claim form and reimbursement 
· Handling Triage calls
· Medical Office accounting practices
· Typing speed 28-40 wpm
· Patient Records & Charts
_____________________________________________________________________________________
QUALIFICATIONS
 With over 3 years in Customer Service, 1 year medical Administrative training, 4+ years in Collections, Call Center, Office work, Clerical, Internship
 ____________________________________________________________________________________
VOLUNTEER
Volunteer, Feed the homeless during the week of Thanksgiving in the community 11/2014 
_____________________________________________________________________________________
AWARDS and Honors
DETC- Epsilon Tau National Honor Society

 
 


