


Doreen McClay, DA
2344 Tasker Street
Philadelphia, PA 19145
Phone: (267)997-5396 Home Phone: 215-463-4352
[bookmark: _gjdgxs] E-mail :dmcclay777@gmail.com
TEAM OBJECTIVE
[bookmark: _30j0zll]To bring a friendly experienced professional addtuide to your team, with a strong commitment,to achieve your goals of quality of service, value and customer satisfaction.
QUALIFICATIONS
• Radiology License: #XD006870L , 1988 to Current
•Blood Born Pathology Training: 2017-Present
• CPR: 8-2017
PROFESSIONAL SKILLS 
Receptionist/Scheduler: Greet patients in a friendly  manner. Responsible for front desk  registration for  all patients. Schedules. Process insurance and demographics information and scan patient data. Verify insurance and inform patient if a co-pay is due. Collect all co-insurance and co-pays. Answer and process all calls. Schedule and arrange all appointments.
Billing and Collections: Assist in patient understanding of co-pays and third party billing, act as patient representative when needed with delinquent accounts, attain financial agreements and answer billing questions.
Infection Control: Decontaminate, clean and sterilization of all instruments and work areas, occupational safety procedures.HIPAA/compliance
Insurance: Verify and update patient’s information, filing of dental claims, electronic computer claim billing Office Skills: Telephone and Front Desk Receptionist, Administrative Support, Complaint Handling 
Treatment Coordinator: Excellent customer service, effective scheduling of appointments, verify patient information and insurance prior to appointment, confirm appointments, and effectively answer multiple telephone lines.
Office Cleaning-Dusting,trash remover,floors and bathrooms

RECENT PROFESSIONAL EXPERIENCE     
UPS-1 Hog Island-Part time-Present
Clean Sweep Cleaning Service-Self Employed
Dentex Dental-Dental Assistance-Part time-Present
H&R Dental, Philadelphia, PA- Temp agency                             		    
Temple University
Dental Assistant II/Receptionist/Scheduler
                                                               
EDUCATION
Radiology Personnel Approved by the Pa State board of Dental Examiners Health Career Academy - Dental Assistant/Human Resources Office Manager Community College of Philadelphia - Phlebotomist 
Blood Born Pathology Training




