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Professional Summary
To gain employment with a reputable organization, where I can display my interpersonal and technical skills, excellent work ethic, outstanding attendance, and ability to learn quickly and work alone or as part of a team collaboratively to go up and beyond basic tasks. 
Skills
	
· Strong communication skills 
· Exceptional time management skills 
· Strong interpersonal skills 
· Quick learner 
	· Cash handling and management 
· Excellent work ethic 
· Computer literate 
· Bilingual 


Work History
Billing Coordinator, 10/2016 to Current 
Envision Physician Services – Philadelphia , PA

· Organize accounts for financial audits and supported audit process. 
· Update documentation, reports and spreadsheets with financial information. 
· Set up effective invoicing procedures alongside accounting staff and contracts department to maximize effectiveness of billing operations. 
· Collect and report monthly expense variances and explanations. 
· Generate reports detailing various metrics and account information. 
· Collect and arrange information and entered details into computer database. 
· Provide extensive clerical and administrative support to department staff. 
· Assist management with the finalization of the annual expense plans. 
[bookmark: _GoBack]Administrative Assistant, 04/2015 to 9/2018 
RiteChoice Family Services Inc – Philadelphia , PA
· Assist in designing electronic file systems, proofreading and editing correspondence using; Microsoft Office, Excel, Adobe or Power Point. 
· Oversee the receptionist area, including greeting visitors and clients; responding to telephone an in-person requests for information. 
· Maintain billing, data entry, paper files, schedules, call outs and orientations with excellent time management and prioritizing skills to complete work on a deadline. 
· Organized all new hire, security and temporary paperwork. 
· Assisted in preparing district informational materials such as brochures and newsletters. 
· Greeted incoming customers in a professional manner and provided friendly, knowledgeable assistance. 
· Managed executive calendar and coordinated weekly project team meetings. 
Server/Counter Girl, 01/2011 to 08/2015 
Chickie's & Pete's Sports bar & Crab House – Philadelphia , PA
· Provided superior delivery service and maximized customer satisfactions. 
· Responded efficiently and accurately to customer complaints. 
· Coordinated daily front of the house restaurant operations. 
· Trained new and current employees on proper customer service practices. 
· Ensured my strong interpersonal and customer service skills; along with my high ability to follow oral and written instructions. 
· Collaborated with team players to serve food & beverages that exceed guests' expectation. 
Graphic Designer, 03/2008 to 07/2010 
Thomas A. Edison/Fareira Skills Center – Philadelphia , PA
· Created visual concepts, by hand or using computer software to communicate ideas that inspire, inform or captivate consumers. 
· Developed the overall layout and design production for brochures, advertisements, business cards, holiday cards, flyers, product illustrations, logos, and websites. 
· Certification in graphic design software, and Advertising Arts. 
Education
Associate of Science: Medical Coding and Billing , Current 
Drexel University - Philadelphia , PA
High School Diploma: 2010 
Thomas A. Edison/Fareira Skills Center - Philadelphia , PA
References
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Chernoh Barrie: Supervisor 
(610) 517-3466 
Barrie@ritechoiceservices.com 

Michael Madu: CEO 
(215) 531-4178 
Info@ritechoiceservices.com 

Eric Hunter: Lead Billing Manager 
(215) 581-8768 
Eric.Hunter@evhcs.com 



