Rose Elliott
600 Central Ave
Riverside CA 92507
(909) 436-7981
roseelliott222@gmail.com

SUMMARY

Accurate data entry clerk versed in database management. Strong organizational, technical and analytical skills. Dynamic Information Systems Technician trained in an IT environment who goes above and beyond given job responsibilities to achieve superior results and maintain company-wide data integrity. Medical Data Entry Clerk proficient in medical coding. Billing and payment processing expertise with 67 WPM typing speed. Excellent people skills and a dedicated work ethic. Strong attention to detail with office management experience and a composed professional demeanor. Data Entry specialist adept at developing and maintaining databases. Certified in 10-key and highly skilled at creating effective organizational and filing systems.

EXPERIENCE

The Home Depot-San Bernardino CA                 
 Cashier.          2021-2022
Accept all forms of payment from customers.

Redlands Community Hospital - Redlands, CA	Feb 2015 – June 2020
ER Registrar Admitting Clerk PBX 
· Answering Multi-Line Phone Systems.	
· Collect patient demographics from patients presenting to ER, collect insurance information and verify using insurance websites and Passport, obtain signatures on all paperwork, collect co-pays

San Gorgonio Memorial Hospital, Banning, CA 	Dec 2012 – Nov 2014
PBX Operator/ER Registrar
· Verified the information in the computer system was up to date and accurate.
· Identified and resolved system and account issues.
· Updated patient demographics.
· Verified insurance benefits.
· Collected co-pays and deductibles.
· Scanned all patient documents into patient charts.
· Faxed documents to insurance companies for treatment authorization.
· Answered all incoming lines.

Desert Regional Medical Center, Palm Springs, CA 	Jan 2010 – Dec 2012
ER Registrar
· Consistently informed patients of their financial responsibility.
· Updated patient’s financial information to guarantee accuracy.
· Strictly followed all federal and state guidelines for release of information.
· Completed registrations quickly and cordially for all patients.
· Collected all co-pays and deductibles.
· Verified insurance eligibility.
· Scanned all pertinent documents into patient charts.

Comm. Hospital of San Bernardino, San Bernardino, CA 	Nov 2007 – Mar 2009
Admitting Supervisor
· Responsible for overseeing day to day operations in Admitting and ER Registration.
· Completed yearly employee’s evaluations.
· Provided training for all new hires.
· Created and updated policies and procedures.
· Updated payroll timekeeper daily.
· Created 28-day department work schedule.
· On-call coverage 24 hours a day, 7 days a week.

San Dimas Community Hosp., San Dimas, CA 	Sep 1995 – Nov 2007
Lead Information Systems Technician
· Provided help desk support for computer related problems hospital wide.
· Updated departmental standard operating procedures and database.
· Upgraded and replaced computer programs as needed.

EDUCATION

Graduated and Received Diploma
Paramount High School, Paramount, CA 1982

Citrus Community College, Glendora, CA 1994
Focused field of study on English and Communications
Computer networking and troubleshooting

ACCOMPLISHMENTS

· Promoted to Lead Information Systems Technician after 6 months of employment
· Promoted to Admitting Supervisor after 7 months of employment
· Achieved the title of Certified Professional Coder with the American Academy of Professional Coders
· Received a service award for Quality from San Dimas Community Hospital
