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SUMMARY 
· Over four years of experience as a Customer Services professional.
· Four years’ experience in Clerical work.
· Knowledge of Medical Terminology.
· Knowledge of ICD 9/10 codes, Epic Health System and NextGen EMR systems.
· [bookmark: _GoBack]Typing Speed of 60 Words per Minute.
· Proficiency in Microsoft Office Programs such as Word, Excel, PowerPoint and Outlook.
· Excellent leadership skills, self-starter, motivator, work well independently as well with a team.

PROFESSIONAL EXPERIENCE
City of Philadelphia								 Philadelphia, PA 
Clerk Typist								              11/2017-03/2020
· To produce or edit various documents, such as reports, correspondence and presentations.
· Utilized a computer and terminal keyboard for routine data entry and retrieval tasks.
· Operated copiers, switchboard, terminals and other office equipment for daily activities.
· To communicate clearly and work well with others.
· Prioritized and determined the proper disposition of incoming calls from public. 

City of Philadelphia								 Philadelphia, PA 
Police Dispatcher								 11/2015-11/2017
· Protected and served the citizens of Philadelphia and those sworn to protect them.
· Dispatched codes to on duty police officers for emergency and non-emergency services.
· Prioritized and determined the proper disposition of incoming calls from public. 

Easter Seals Disability Services							  Philadelphia, PA	
Medical Receptionist								 08/2013-11/2015
· Handled billing and bookkeeping.
· Handled insurance claims.
· Updated appointment calendars. 
· Scheduled meetings/appointments for patients and visitors.
· [bookmark: _30j0zll]Demonstrated advanced knowledge of ICD 9/10 codes, Epic, and NextGen EMR systems.
· Performed clerical duties such as filing, photocopying, collating, faxing etc.
· Answered central telephone system and directed calls accordingly.
· Prepared outgoing mail sorted and distributed incoming mail.
· Called patients to remind them of appointments.


EDUCATION
Ultimate Medical Academy							 Philadelphia, PA 	 
Health Information Management					               10/2018- Present
CERTIFICATIONS
Adult Residential Licensing, Department of Public Welfare
[bookmark: _1fob9te]PA Accident and Health License 			                                                            Philadelphia, PA
AWARDS
Ultimate Medical Academy Dean's List							Philadelphia, PA



