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BACKGROUND SUMMARY: 


Over 20 years of clerical experience including customer service, payroll procedures and software 
applications involving inventory control.
EXPERIENCE

     
U.S. Facilities, Inc., Philadelphia. Pa 
                    Oct. 1995 to Present


Data Entry Clerk:


* Receive prison maintenance service calls. Create a work order request with basic information.


* Close out completed work orders using MP-2.

             * Order material from our stores; create requisitions for non-stock materials and print reports.


* Process all data to/from CBMS, PPS & Department of Public Property.


* Ability to track service calls in the MP-2 computer program.


* Enter employee’s daily labor time into the computer and update files.


* Filing               

             Hospital Homecare of Philadelphia
            Sept. 1994 to Oct. 1995

           Branch Office Clerk:


* Patient referral disbursement.


* Answered telephones and greeted clients and staff employees.


* Entered the nurse’s clinical charts into the system and maintained the filing.

             * Maintained weekly scheduling system of Home Health Aide’s.

* Processed weekly payroll for the branch office personnel.                                    

Kelly Temporary Service, Langhorne, Pa                                   April 1992 to Nov.1998

          Data Entry Operator:
           * Assist various companies with their clerical duties on a temporary basis.
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Healthcare Business Resources, Bala Cyndwyd, Pa           February 1990 to March 1992

          Insurance Claims Verifier:

* Responsible for verifying and entering the demographic and health 

insurance information using inpatient, outpatient and ER hospital registrations into the    computer system.   
     


Fine Business Forms, Philadelphia, Pa

                 July 1987 to October 1989

         Order Entry Clerk:

*  Entered purchase orders information into the computer.

             *  Handled customer inquiries. 


*  Distributed daily job lists.


*  Operated the mail machine.

EDUCATION


Omega Institute, Pennsauken, NJ

   Major: Medical Billing and Coding, Jan 2000- Nov 2001

             Relevant Courses of Study:
Computers: Microsoft, Excel, and PowerPoint * Medical Terminology * Anatomy and        Physiology  * Medical Computing using Medi-soft * Medical Insurance: Hmo, Blue Shield/Cross, Private Medicare, etc.  * Coding I, II, and III which encompasses both ICD9-CM and CPT Coding

 Community College of Philadelphia Philadelphia, Pa


    Major: Computers and HIT, 1988, 1992/1993



Abraham Lincoln High School, Philadelphia, Pa
                  Major: Business    Graduated 1987          
