Tori Hightower
6235 N. 21st Street, Philadelphia, PA: │ (c) 267-671-8321│ thightowerbw@gmail.com
SUMMARY
Dedicated in customer service to maintain customer satisfaction and contribute to company success.  Proven ability to establish rapport with clients/customers.  Reliable and driven, with strong time management and prioritization abilities.
HIGHLIGHTS
	· Conflict resolution
	· Strong client relations

	· Insurance
	· Courteous demeanor

	· Service-oriented
	· Energetic work attitude


EDUCATION
Southern New Hampshire University – English/Creative Writing – Enrolled 2019
Martin Luther King High, Philadelphia, PA – Diploma 2010

WORK HISTORY
Correspondence Representative






11/2017 – 5/2018
Reimbursement Technologies, Inc., Conshohocken, PA






· Researched and resolved daily incoming third party and commercial insurance correspondence

· Handled inbound calls from payors as well as outbound calls to resolve denial issues
· Met daily production and quality standards
· Received and routed correspondence to appropriate people or departments
· Reviewed letters for accuracy and revised if necessary

· Identified and reviewed problem accounts with Supervisor  

·   Maintained files that detailed correspondence activity
·   Explained rules and regulations in letters
Advanced Denial Clerk








4/2017 – 11/2017
· Sorted incoming mail, faxes, and print jobs within the department 

· Mailed out printed documents for remote employees 

· Sent outgoing faxes and distributed incoming faxes 

· Sorted claim forms and other items and distributed them to the appropriate personnel 

· Scanned documents and input them into the correct file in the computer
· Ordered supplies for the photo copier and the printers; maintained printers
·   Assisted with special projects – demanded claim forms, filed documents, oversaw folders for appeals,
  printed and sent gold letters, write off reports, added referring provider to accounts, etc. 

EDM Americas, Dresher, PA 







 10/2015 – 4/2016
Mailroom Clerk

· Sorted and delivered mail, scanned, filed documents
· Handled deliveries; inserted document specific patch sheets 

· Documented/form type identification 

· Kept work station clean and organized 

· Photocopied documents using Xerox copier 

· Occasionally lifted boxes weighing 10-25 lbs. 

· Filled out stat sheets for each task for tracking purposes 
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PeopleShare (Optum Insurance) Horsham, PA





   7/2015 – 10/2015
Customer Service Representative

· Registered customers for AARP membership/renew memberships and update information
· Processed payments for AARP memberships and health insurance plans

· Answered customer questions/concerns regarding payments, claims, eligibility etc.

Fine Wine and Good Spirits, Philadelphia, PA 





     6/2014 – 7/2015
Clerk

· Sold merchandise to customers, assisted customers in obtaining merchandise 

· Calculated and totaled purchases on a cash register, collected money and made changes, stocked shelves, maintained inventory, completed forms pertaining to store operations
· Unloaded shipments from trucks, mopped, swept, dusted floors, cleaned windows, etc.

Rite Aid Pharmacy, Philadelphia, PA






10/2013 – 6/2014

Pharmacy Cashier

· Operated cash register, handled cash transaction, and answered phone calls

· Assisted customers at drop off and pick up counter; counted medicine, inputted and filled prescriptions

· Placed filled medication in alphabetical order; placed labels on filled prescriptions

Albert Einstein Medical Center, Philadelphia, PA




 5/2013 – 10/2013
Volunteer-Pharmacy Technician

· Assisted customers at the drop off window

· Located prescriptions in system for pick up, assisted with reverser prescriptions
· Completed transactions for payment of prescriptions

