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	Resourceful Billing Assistant knowledgeable about invoicing, payment processing and documentation, medical billing. Proficient in using ADS, EyeMD, Navinet, NexGen. Proficient in using Excel and Word update and tracking spreadsheets. Ready to bring 5 years of experience to a challenging new role.


Experience
	03.2013 – PRESENT
Billing Assistant, Thorp Bailey weber eye associates ltd, pLYMOUTH MEETING, PA
· Produced and mailed invoices, payment reminders and financial notices
· Contacted patients and third party payers to pursue payment
· Processed all incoming payments and outgoing refunds each month
· Received, sorted and distributed incoming mail
· Updated all spreadsheets with tracking data
· Processed accounts receivable and accounts payable
· Responded to inquiries,  researched and resolved problems related to transactions handled by the billing department
· Reviewed incoming correspondence and determined the action required and its priority
· Improved timely paying of bills by developing flexible payment plans for patients


                     
04.2017 - 08.2018
Key holder, Payless Shoe Source, WYNCOTE, PA
· Opening and Closing Procedures
· Conducted store inventories
· Reordered store supplies as needed
· Reported to management with closing numbers and goals per store quality
· Counted cash draws and made bank deposits
· Guided employees to their position and roll for each shift
                               

              
08.2009 - 01.2013
Store Manager, Avenue, New Britain, PA
· Supervised 5 employees 
· Conducted store inventories once per quarter
· Increased profits through effective sales training and troubleshooting profit loss areas
· Planned budgets,  authorized payments and merchandise returns
· Reordered inventory when it dropped below predetermined levels
· Counted cash draws and made bank deposits
· Completed all daily task and special assignments with an efficient and quality driven approach
· Responded to customer concerns with friendly and knowledgeable service
· Reported to the district manager regarding all store and staff issues




Education
	Lansdale School of business- North wales, PA     01/2020
Certified Medical Coder- Coding

LANSDALE SCHOOL OF BUSINESS- NORTH WALES, PA     11/2011
CERTIFIED MEDICAL ADMINISTRATIVE ASSISTANT-ADMINISTRATIVE 

	pLAINFIELD hIGH SCHOOL- PLAINFILED, NJ                        06/2005
hIGH SCHOOL DIPLOMA




Skills
	Accounts receivable experience
Reminder notices
Payments processing
Invoice generation
Medical Billing 
Writing reports
Sorting Mail 
Supervising Staff
Articulate and well spoken
HIPPA Compliance
Attention to detail
Signing out documents
Compensation and benefits
Proper payment and verification
	Credit and collections
Time Management
Payroll and budgeting 
OSHA compliance
AP/AR proficiency
Triaging patients
Verifying insurance coverage
Appointment setting
75 WPM typing speed
Correcting discrepancies
Pleasant demeanor
Faxing paperwork
Patient scheduling
Microsoft Word expertise
AP/AR understanding
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