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 1933 Briggs Street
Philadelphia, Pa 19124
267-216-5159 (cell)
                                                                                                                           
 Summary: I am a highly resourceful, innovative individual who possesses a considerable amount of knowledge regarding administrative and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating and organizing a wide range of administrative activities. I am a team player with a well proven ability to work proactively in a complex and busy office environment, knowledgeable in Epic System.
Strayer University                            04/10 to 06/2013                  (267-256-0200)                                                  
Associate of Arts: in Business Administration, June 24, 2013
Coursework: Organizational Behavior, Compensation Management, Labor Relations, and Recruitment and Human Resources Management. Currently pursing BBA in Human Resource Management (Winter,2019 complete). 

Professional Experience:

Thomas Jefferson University Hospital     07/13 to Present		(215-503-7701)
Position- Payer Specialist/Office Coordinator
· Communicates pertinent clinical information to insurance companies to obtain authorizations
· Provides feedback to physicians regarding payor determination and informs of any additional clinical requested by insurer. 
· [bookmark: _GoBack]Documents approvals with start and end dates in within Epic computer systems
· Answer and return calls promptly with effective communication to ensure Patient /Customer satisfaction
· Compose memos, updates Insurance contact list, and Liaison list using Microsoft Excel spreadsheets. 
Practice Representative V (Lead)	         
· Navigates through Epic and IDX to schedule appointment and register Patients
· Gather pertinent information from patients to send messages to Doctors and Nurses
· Verify insurance benefits through Epic, Navi-Net, Evi Core and Passport systems 
· Triaged patients Obtained patient records from other medical providers
· Schedules for 15 Urology Doctors by Specialty
· Trained new employees on scheduling, Triaging calls and tasking nurses 
· Composed reminder notices, bump letters, memo’s and other office correspondence
Independence Blue Cross                  03/2014 to 09/2014 		 (215-241-2751)
Position- Customer Service Representative
· Educated callers on benefits, policies, products, claims processing and provider participation
· Investigate documents, answer billing and Prescription inquiries
· Authenticated, answered and documented member & provider inquiries
· Searched Procedure and Revenue codes for members to inform eligible under their benefits
· Read Claims, billing invoices and Benefits to members  
Westin Philadelphia Hotel							(215-563-1600)
Position- Room Attendant	            04/2007 to 06/2013			
· Cleaned 16 to 20 hotel rooms daily, making beds, cleaning bathrooms, vacuuming floors
· Answered guest questions and serviced needs 
· Cross Trained in Human Resources, prepared new hire orientation packets, observed interviews, composed memos for department heads

Reference Furnished upon Request



































































