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Professional Overview 

· 10 years of combined medical office experience. 
· Proficient in Medical coding, medical terminology, anatomy and physiology, medical billing processes, medical data entry clerk, medical collections, claims, insurance referrals and verification, ICD-9CM, ICD-10CM CPT, HCPCS, CMS-1500 forms, EOB and UB92.
· Basic office skills, Copying, E-Mail, Internet, Scanning and Data Entry.
· Technical Skills, MS Outlook, MS Word, Windows, MS Excel, Word Perfect  and Healthcare Systems 
· Ability to multi-task and operate in a fast-paced environment.
· Bilingual (fluent in Spanish and English) 
Employment Experience

Citizens Crime Commission of Delaware Valley


         

           Philadelphia, PA 
Executive Administrator 

6/2016-Current
· Manage correspondence by answering emails and sorting mail
· Handle expenses and billing cycles
· Responsible for record keeping of all incoming funds.
· Assist in purchase of office supplies.
· Photocopy, fax, scan and file documents as needed
· Responsible to file all case documents
· Assist in planning and arranging different events; type letters for the events throughout the year. 
· Work hand in hand with my team in assisting grieving family members with city funding for assisting in solving crimes.
· Work with Crime Fighters Television series on WPVI-TV6 and grieving families in the process of solving a case.
· Answer phone calls and transfer them as necessary in office. 
· On call after office hours and weekends on our (Tipline) service we provide to the public to collect information relating to criminal activity anonymously which assist law enforcement agencies in solving and /or preventing crimes 
Pep Boys,







       

           Philadelphia, PA 

Customer Service Special Orders Department
8/2015-6/2016

· Communicate with the sales people at store level
· Answer in coming calls for over 580 stores
· Process orders VIA Email
· Track and monitor over 100 vendors. 
· Manually process orders for part numbers that are not supported in the system. 
· Check stock, prices; give stores an estimate time of arrival and process Will Calls for the stores.
· Look up parts on the vendors web sites. 
George L. Rodriguez, M.D., P.C./Injury Rehabilitation Center,                          

           Philadelphia, PA 
Medical Record Custodian/Medical Data Entry Clerk
3/2013-5/2015
· Respond to medical records request from attorneys, insurance companies, case managers or patients; for cases such as slip and falls, workers compensation or auto accidents.
· Schedule and track depositions with attorney or paralegal and prepare medical charts for upcoming appointments
· Keep tracking sheet for Utilization Reviews and for depositions.

· Fax and mail confirmation sheet for upcoming depositions to attorney and paralegal

· Photocopying of charts and records for transmittal to attorneys, insurance companies, case managers, patients, etc.

· Entered the diagnosis and procedure codes into ADS system that is associated with the Physiatrist treatment and doctor visits for billing purposes.
· Scan all sign in sheets from physical therapy visits and doctor visits and save into our database. 
Unidos Services                                                                                                               
           Philadelphia, PA 

Title Clerk 

2/2012-3/2013
· Answer customer inquiries or concerns in person or by phone in a professional manner. 
· Process bills, contracts, warranties and service contracts and send to the appropriate agencies. 
· Handle information regarding motor vehicle registration and process the state required documents.

· Check for accuracy of all documentations and ensure that forms are properly filled out and signed. 
· Perform other duties as assigned or requested to assure optimum service levels.
Reimbursement Technologies Inc.,                                                                            
                       Conshohocken, PA 
ER Coding Analyst
5/2004-5/2010
· Abstracting patient information from emergency room records and applied the appropriate codes using the ICD-9CM, CPT-4, HCPCS manuals into the computerized database. 
· Evaluated medical records for PCRI initiative as well as verified for the proper documentation requirements.
· Skillful in assigning E.M levels for billing purposes.

· Demonstrate ample knowledge of disease processes, medical terminology, anatomy and physiology. 

· Maintained medical record inventory by reducing the volume daily by coding over 200 charts. 

· Achieved department standards as well as productivity goals. 

· Demonstrated the ability to multi-task and prioritize assignments. 

Education & Academic Experience

Allied Medical School (on-line/internet)   






         Laguna Hills, CA 9/14/2015-12-31-17 

Medical Coding Certificate of Completion (GPA: 3.0 Credits: 285 hours)
Strayer University                                                                                                            

           Philadelphia, PA 1/2012-1/2013
Health Care Management Bachelor’s program/ not completed. (GPA: 2.667, Credits: 36)
Related course work completed: Sociology, Humanities, Marketing, Business and Society, Business Ethics and Professional Communication.
Ultrasound Diagnostic School/Sanford-Brown                                                                           

   Trevose, PA 
8/1998-7/2000
Associate of Science Degree, Health Information Specialist (GPA: 3.23 Credits: 60:60)
Related coursework: Medical Terminology, Anatomy and Physiology, Billing, Coding, Healthcare Laws, Health                         Systems, Retention and Reimbursement System, Analysis and Management, Medical Transcription, Data and File abstracting, Computer Applications.
Community College of Philadelphia                                                                              
   
           Philadelphia, PA 
9/1995-9/1998
General Studies (GPA: 2.26, Credits: 88)
Related coursework: English, Algebra, Medical Terminology, Anatomy and Physiology, Psychology, Spanish, Microsoft Applications.
[image: image1.png]



