
Thomas Gilkes�4296 Kembery Drive�Chicago, IL 60601�Tel# (333)-359-3548�E-mail: thomas@anyemail.com


��Job Objective :To work as Chiropractic Office Manager and practice my knowledge and past experiences.��Skills��Hands-on experience in Chiropractic care�Sound knowledge of billing, coding and office functions�Thorough knowledge of HIPPA rules and regulations�Proficient in basic computer software including MS Office�Familiarity with common office procedures�Solid understanding of treat all patient with kindness and consideration�Amazing ability to learn new software packages�Outstanding ability to communicate patients' problems to doctor��Job Experience��Chiropractic Office Manager, 2011 - Present�Southwest Behavioral Health Services - Phoenix, AZ��Maintained office and conformed appointments to patients.�Prepared patient reports for doctor's review, assisted doctors with patient x-rays and MUA therapy.�Scheduled appointments, collected payments from patients and processes accounts payable and receivable.�Prepared paperwork including injury claims. Developed x-rays, applied therapies to patients and collected urine specimen for tests.�Arranged medical data, insurance coverage, and doctor's orders and handled cancellations. �Managed financial transactions, payment collections, credit transactions, and entered data into computer system.�Maintained accounts periodically, ensured about received payments and informed patients about due payments.�Performed ultrasound, Russian stim and electrical muscle stimulation procedures as requested by chiropractor.��Education��Bachelor's Degree in Family Life Education, 2011�Dixie State College, Saint George, UT�GPA 3.57 (on scale of 4.0)








