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Professional Summary
 
Medical Office Assistant known for accuracy in medical technology and friendly and compassionate
dealings with patients. Certified in Medical Office Technology, understands the importance of correct assistance the first time to avoid problems for both the patient and the medical office.
 
Education
 
Rayville High School (Courses) - Diploma – May, 2006
Career Technology College (Medical Office Technology) – A.A. Degree –July, 2011
Miller Motte College (Medical Billing) – B.A. Degree November 2021
 
Administrative Key Skills
 
Processing Medicaid payments                   Assisting the donor coordinator      Filing paperwork  
Screening potential donors                          Scanning medical records              General clerical work
Call center experienced                               Independent Work Skills                 Great Work Attitude
Medical Billing                                              Collections                                       Authorizations
 
Experience
 
Eli Daniel Group-   06/2014 to 01/2025   Medical Billng   Plano, TX                  
● Using coded data to produce and submit claims to insurance companies
● Working directly with the insurance company, healthcare provider, and patient 
To get a claim processed and paid
● Reviewing and appealing unpaid and denied claims
● Verifying patient's insurance coverage
● Answering patients billing questions
● Handling collections on unpaid accounts
● Managing the facility’s accounts receivable reports
 
EA CONWAY HOSPITAL  - 01/2009  to 01/2014    Medical Office Receptionist - Monroe, LA
 
● Performs clerical duties such as keyboarding, scheduling, and opening mail.
● Reviews and answers correspondence.
● Screens callers and visitors.
● Develops appropriate methods to handle information.
● Maintains electronic files and produces reports.
● Possesses strong communication, interpersonal, secretarial skills and knowledge of organization policy and procedures and department operations.
 
Accent Medical Collections - 08/2008  to 10/2011   – Monroe, LA
 
● Interacting with customers by inbound calls, sales
● Opening customer accounts by recording account information
● Maintain customer records by updating account information
● Contribute to team effort by accomplishing related results as needed
● Answer incoming phone calls from customers
● Work with customers to research possible billing errors, and process billing adjustments if needed.
● Handles various special projects as assigned.
● Outbound calls to existing new customers to review program, setup account security, and promote card usage.
 
Manpower - 04/2007 to 08/2011 Mortgage Specialist - Monroe, LA
 
● Telecommunication activities, like answering calls, transferring calls to the right person. 
● Typing letters and replies to the inquiries made.
● Sorting and filing papers, like memorandum, invoices, and letters.
● Assisting the senior clerk or other support staff in the administrative functions.
● Photocopying necessary documents and filing them properly.
 

