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INTRODUCTION



Detail oriented and quality focused professional with a track record of handling complicated assignments. Dedicated individual that is highly proficient in all phases of medical administration, medical billing and coding.
With years of experience posting deposits/payments and reconciling accounts with a high degree of accuracy.  
A verifiable record of success in managing billing operations – leading to enhanced collections and cash flow management.

Trained in computer hardware/software, electronic data transmission, and healthcare claim reimbursement. 
A resourceful, solution-focused individual recognized for lowering receivables, troubleshooting problems, and addressing the challenges of an ever changing environment in accounting, finance and insurance.
Currently, serving as the Team Lead for patient services for programs such as Medi-Cal, Medi-Cruz, M.I.A., 1011, Medi-Care and Medicaid.  I also follow from applications, to approvals, to payments.  I am responsible in managing and reporting receivables to Medassist as a contractor to Watsonville Community Hospital.  I am also using HMS on an AS400 platform.
KEY ADMINISTRATIVE SKILLS


              ICD-9-CM                                              HIPAA Compliant                              MS Excel                                      
              CPT Coding                                           APC                                                  MS Word                                      
              HCPCS                                                  MS-DRG                                           Medisoft
              CMS-1500                                             NDC                                                  MS Outlook
SUMMARY OF QUALIFICATIONS


· Strong ability to communicate effectively, both orally and in writing. 

· Ability to interact and communicate with people over the telephone,

· Thorough knowledge of medical insurance claims procedures and documentation. 

· In-depth knowledge of medical billing procedures - submission of insurance claims, Medicare, Medicaid, Blue Cross, Blue Shield and other private insurance carriers, as well as Workers Compensation. 

· Considerable data entry and word processing skills. 

· Strong ability to gather data, compile information, and prepare reports. 

· Excellent records maintenance skills. 

· Knowledge of medical terminology. 

· Outstanding customer service skills. 

· Reliable experience with Microsoft Office suite, Word, Excel, Outlook.
· Independent judgment to manage and impart confidential information. 
· Strong ability to efficiently and effectively prioritize work to meet goals and objectives within acceptable time frames.

INSURANCE LICENSING



                                 1996- Current- California Department of Insurance – License # OB92749
                                  Life and Health Insurance Agent - Continuing Education – through 09/2009
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HEALTHCARE CERTIFICATIONS


California State University, Monterey Bay

Administrative Medical Specialist – Certification

Medical Billing and Coding – Certification
EDUCATION


California State University, Chico

Major: Information & Communication Studies - Major: English
138 units

Gavilan College

Economics

AFFILIATIONS


                        Current - American Health Information Management Association – AHIMA member # 1191693
                     Current - California Health Information Association - member 

                     2005-Current -  Monterey Bay Veterans Association – Volunteer 
WORK EXPERIENCE



                    2008-Current MEDASSIST – Team Lead – WATSONVILLE COMMUNITY HOSPITAL

                    2006-2007 OLD REPUBLIC INSURANCE, INC. - Account Executive
                    2003-2005 COUNTRYWIDE - Account Executive
                    2002-2003 NEW CENTURY - Account Executive
                    2001-2002 ROBERT HALF INTERNATIONAL & ACCOUNTEMPS - Branch Staffing Manager 
                    2000-2001 FIRST ALARM - Gilroy/Hollister Area Manager - Licensed/Bonded 
                    1995-2000 AMERICAN GENERAL FINANCE & INSURANCE - Licensed life and health agent. 
                    1990-1995 CHICAGO TITLE INSURANCE COMPANY - Account Manager. 
                    1988-1990 TRANSAMERICA INSURANCE COMPANY - Collections Manager.  
REFERENCES 

Carline Dalgleish, B.Sc., M.A. – Facilitator - Administrative Medical Specialist  -  Facilitator - Medical Billing & Coding – phone (817) 860-3514 email - ams_carline@gatlineducation.com
John Whitacre, Executive Director – Monterey Bay Veterans Association Inc.   phone (831) 646-8324  

email - mbvinc@pacbell.net
George Taylor, Physical Therapist – Early Start - phone (408) 206-2860

email – Ka3@sbcglobal.net  
Dirk Doud, Area Manager – Old Republic Insurance Inc.   phone (925) 285-8583

email – Dirkd@orhp.com


