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AREAS OF KNOWLEDGE
· Billing and processing payments
· Registering new members
· Eligibility and benefits
· Engage and communicate with current and perspective customers
· Designing and following a daily schedule
· Abide by DPW and HIPAA regulations
· CPR certified for children
· Child Abuse Clearances
· Background checks
· Familiar with Medical Terminology
· Advanced in Microsoft Office
· Validating patient benefits 
EDUCATION
Community College of Philadelphia, Philadelphia, PA								6/2021
Allied Health, Nursing, GPA 3.56

Brightwood Career Institute, Philadelphia, PA 									6/2016
Pharmacy Technician Program, GPA:  3.6

George Washington High School, Philadelphia, PA 								6/2014	
National Honor Society Member – 3 Years 

CLINICAL EXTERNSHIP (Brightwood)
Jeanes Hospital, Philadelphia, PA 								             2/2016 – 6/2016
Pharmacy Technician Extern
· Pyxis Med Station:  Load, unload, refill non-controlled medications on station 
· Fill and deliver medication to nursing units
· Operate Box Picker automated dispensing system
· Load, unload, refill and inventory medications 
· Send and retrieve items through pneumatic tube system
· Prepare IV's including the advantage system
· Prepare emergency kits for crash carts and CT trays 
					
WORK EXPERIENCE
Optum, Horsham, PA										            9/2018-Present
Insurance Customer Service Representative
· Processed payments over the phone
· Reviewed and explained claims to customers
· Assisted customers in understanding their benefits and plan
· Renewed insurance policies
· Updated demographic information
· Explained the difference for each premium and provider
· Verified eligibility  

Klein Life Kidspace, Philadelphia, PA 							                           3/2014 – 9/2018
Unit Head
· File paperwork for each child and review outstanding tuition payments
· Contact and speak to parents about registration and information about the daycare
· Engage children in activities to enhance motor skills and reading skills
· Promote safety, manners and positive behaviors in children
· Assist children with their homework as needed

Somerton Medical Office, Philadelphia, PA 						                         11/2013 – 6/2015 Assistant Receptionist  
· Answered phone calls
· Scheduled new appointments
· Filed and copied reports for patient charts
· Verified insurance 
· Updated demographic information
