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Preciosa Ortiz
1550 E. Lycoming Street
Philadelphia, PA 19124
(267) 726-2527
99.portiz@gmail.com
Objective: To acquire a challenging career with a solid company utilizing the opportunity to offer proven and developing skills.
	        Bilingual (English/Spanish)                     
        Excellent Communication Skills  
        Courteous, Professional and Efficient 
	       Multi-tasker 

       Proficient in CIS (DPW) 
       Microsoft Office, Word, Excel and Outlook



Professional Experience
Health Partners Plans-Philadelphia, PA                                           October 2013 to Present

Peer Coach
○   Interpret and provide cultural mediation related to health services and information for members.

○   Provide other administrative support to ensure the success of the program.

○   Outreach to members to complete Health Risk assessment and discharge needs assigned.
○   Case manage members with needs such as scheduling  appointments, transportation, community resources and other issues.
Bi-lingual Member Relations Representative

○   Educate potential members about Health Partners Plans benefits.
○   Report on trends and issues which may impact membership.

○   Respond to member calls in courteous, professional and efficient manner.

○   Participate in new member orientation outreach on a daily basis as assigned.
AmeriHealth Caritas-Philadelphia, PA                                              May 2012-October 2013
Bi-lingual Member Customer Service Representative                                         
○   Service call from members and providers; identify and respond to inquiries and complaints.
○   Research member/provider enrollment issues utilizing internal and external systems.
○   Maintain a balance of productivity, quality and timelines of job accountabilities.
○   Research claim history status for  members and providers.  
National Comprehensive Center-Philadelphia, PA                          July 2005 –May 2012                                                                               Data Specialist/Administrative Assistant                                                                                     
○   Compare and enter data with source documents; verify format to detect errors. 
○   Maintain daily appointment schedule for clients.
○   Supervise and maintain schedule’s for the Welfare to Work participants. 
Education
 University of Phoenix: 

Pursuing Associate’s Degree in Health Administration in Medical Records.
·        Strong knowledge of human resources functions and procedures specializing in Family Medical Leave Act.
· Strong knowledge of labor laws and ERISA.  
· Proficient in Microsoft Word, Excel and Outlook.  Experience in HRIS systems.
· Good oral and written communications skills
· Strong customer service skills and experience
