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OBJECTIVE
To secure a position in which I can utilize my skills and education for the best of my employer.

 Externship
180 hours				Health Information Office			Bryn Mawr, PA
· Performed administrative/ clerical functions
· Prepared claim submissions for reimbursement
· Utilize and Apply ICD-9 and CPT codes
· Responds to request for medical records
· Answered and directed telephone calls
· Photocopy records and documents for billing and /or legal services

EMPLOYMENT HISTORY

07/2013-Present				 Northeast Community Center for Behavioral Health   Philadelphia, PA
 Administrative Assistant
· Explain to clients the process for eligibility determination
· Provide registration relief
· Enter discharges into the Star System
· Work independently and assume responsibility for the clerical and routine administrative work
· Assist supervisors with all operational aspects of the office
· Keep time cards
· Make client charts
· Insurance Verification
· Schedules appointments  for patients
· Collect and file client charts
· Sort and file loose papers/correspondence


3/2011- 2/2012				Standard Medical Supply			Philadelphia, PA
Customer Service Representative
· Direct contact with customers both by telephone and electronically.
· Respond promptly to customer inquiries.
· Process orders, forms, applications and requests.
· Organize workflow to meet customer timeframes.
· Direct requests and unresolved issues to the designated resource
· Record details of inquiries, comments and complaints.
· Record details of actions taken.
· Follow up on customer interactions.

2009-Present 				Bryn Mawr Terrace		 	Bryn Mawr, PA
Receptionist (Part Time) 
· Answer telephone calls and direct to the proper parties. 
· Greet persons entering organization and direct to correct destination.
· Provide general administrative and clerical support.





2002- 2009				Bryn Mawr Terrace			Bryn Mawr, PA
Central Supply Clerk
· Maintain inventory of medical supplies and equipment in accordance with established par levels.
· Report defective equipment to appropriate supervisors. 
· Organize and assemble daily routine, along with filling special requests as needed. 
· Maintain records of inventory of equipment usage, 
· Order medical instruments and supplies when inventory is low. 

2001-2002				Bath and Body Works			Cheltenham, PA
Sales Associate
· Assist customer with outstanding service by providing a friendly environment.
· Greet and acknowledging every customer.
· Assist sales of merchandising, display maintenance, and housekeeping
· Assist in processing and replenishing merchandise and monitoring floor stock.
· Aid customers in locating merchandise.
· Communicate customer requests to management.
· Assist in completing price changes within the department.
· Participate in year-end inventory and cycle counts.
· Ring up sales at registers and bagging merchandise.



EDUCATION
11/2012- 05/2013			Prism Career Institute		         	Upper Darby, PA	
 Medical Billing and Coding Certification Program

COMPUTER SKILLS
MS Outlook, Microsoft Access, MS Word , Mas 200, Bright Tree, SOS Helpcare, P21, Promise, Star, Rexpert, EVOLV

References Available Upon Request
