  Maira A. Peralta, NRCMA

1322 Sheridan St, Camden, NJ 08105     |      Ph: 267.254.9769       |       mmarrero34@yahoo.com

OBJECTIVE:               
To offer my extensive knowledge and experienced gained over 10 years as a medical assistant & patient care representative, within a company that will promote growth and education to further my career in the medical field.

Education:         

Community College of Philadelphia                                                             
                                        B.S. Psychology 
              
     Present
                       
            Thompson Institute of Philadelphia; Philadelphia, PA

                      
                 
            Medical Assistant Diploma / Certification 
2006
                                       Thomas Jefferson University, Philadelphia, PA



                                       MA Internship


2006
                             

Nationally Registered Certified Medical Assistant                                                                        

LANGUAGE SKILLS:

Fluent Spanish 

RELEVENT EXPERIENCE:
Database: 

EPIC   /   Allscripts   /   IDX   /   Uro-Chart 
Clinical: 

VFC & VFAAR vaccine  /  Quest  /  Lab Corp  /  Dianon  / Venipuncture
Patient Care: 

Pre-certifications / Authorizations / Phlebotomy 

Professional Work Experience:
University of Pennsylvania

Steven A. Cohen Military Family Clinic & Penn Medicine Mood & Anxiety
         Administrative Assistant




                        July 2017-present

· Schedule and maintain calendars for 16 providers between two divisions
· Various administrative duties, preparing legal documents, mail and package distribution, supply ordering, maintaining transportation logs for clients
· Screening incoming phone calls on four main lines and routing them to appropriate party
· Professional billing reports, posting payments, insurance verifications, cash drawer reconcile, bank deposits
· Prepare and process Medical records requests
· Back up phlebotomist for research studies


Thomas Jefferson University Neurology                                                               Philadelphia, PA
Administrative Assistant to Physician                                          
             
             Jan 2017 – July 2017                                  

· Working directly for 3 Cognitive Neurologist

· Scheduling patients for new and returning appointments

· Triaging medical information / issues to following physicians

· Assisting patients in obtaining / managing medical records

· Pre-certing and prior authorizing patient scans and procedures

· Handling 100+ phones calls per day across 2 divisions
Organizing 3 provider’s daily schedules in office and within medical clinic

Thomas Jefferson University Renal Associates                                                      Philadelphia, PA

Certified Medical Assistant        

                          
                                  2015 - 2017
· Greet and triage patients in clinic

· Obtain and process urine specimens. Administer injections as needed for patients.
· Managed patient medical records
· Completed prior authorizations for medication and procedures
· Handled front desk duties: Scheduling, checking in, triaging phone calls
· Handled patient complaints and issues
· Batch payments at end of the day for cash, check and credit card payments
Urologic Consultants of Southeastern Pennsylvania      


                 Philadelphia, PA

Surgery Scheduler / Medical Receptionist           





2013-2015

· Front desk coverage including patient greeting, check– in, triage and information verification

· Insurance verification and contact

· Scheduled patient appointments for procedures and testing

· Coordinated preparations for patient’s procedure and surgeries

· Scheduled and prepped in-office biopsy procedures

· Pre-certed / Prior authorizations radiology scans and patient procedures
· Handled scheduling for Einstein & Mercy Philadelphia

· Scheduled and followed Oncology patients during radiology sessions in Bala Cynwyd
Public Health Management Corporation/Congreso                                                           Philadelphia, PA
Administrative Assistant/Medical Assistant               
                  2011 – 2012
· Front desk coverage including patient greeting, check – in, triage and information verification
· Vaccine coordination, ordering and record keeping (public & private sector)
· Insurance processing and verification including prior authorizations / pre-certifications for patients
·  Processing of co-payments, fee for service transactions 
· Patient assessments and evaluations pertaining to testing, administering of shots/vaccines, and overall triage medical support
Centro Medico Del Cibao                                                                                                 Dominican Republic
Certified Medical Assistant                                            
                     2008-2011
· Front desk coverage including patient greeting, check – in, triage and information verification
· General medical triage
· Medical record keeping
· Direct patient care / supervision

Thomas Jefferson University Rheumatology Associates                                    Philadelphia, PA

Certified Medical Assistant                                                                       
 2006 - 2008     
· Managed patient records
· Handled pre-certs / prior authorizations for medication refills and procedures

· Scheduling patients, triages concerns and questions

· Triaged patients including vital signs, labs, punctures and testing

· Handling ordering & tracking of office medical supplies 
