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Professional Summary

Driven and compassionate healthcare professional/manager with over twenty (20) years hands-on experience in fast-paced ambulatory surgery, IV/DME and hospital environments. Organize, monitor and control the business operations of the medical office, reception, registration, billing and collections.

*Possess excellent verbal and written communication skills

*Good organizational and management skills

*Knowledge of basic operating, Microsoft Office

(word, excel, outlook) Quattro Pro, Advantx, SIS, Medical Manager, Office Logic, Counterpoint, some Access, Cognos; AS400; Mainframe; Vision; Clearinghouses, PCLaw, PCLaw Pro

*Goal oriented and ability to accomplish tasks within limited time

*Knowledge of administrative tasks and procedures
Skill Highlights

	· Communicate with patients regarding inquiries and complaints

· Conflict resolution

· Patient-oriented

· Personal and professional integrity

· Relationship and team building

· Cultural awareness and sensitivity

· Ensure patient satisfaction

· Performed month end closings

· Patient and insurance refunds

· Performed and submitted month required state reporting
	· Hire and train administrative staff

· Monitor and evaluate staff performance

· Oversee payroll

· Implement and monitor office policies and procedures

· Ensure compliance with current healthcare regulations, medical laws and ethics

· Oversee registration of patients

· Supervise medical billing




Professional Experience

Stony Point Surgery CenterRichmond, VAPatient Financial Services Manager
Carefully selected, developed and retained qualified staff

Administered, directed and coordinated the activities of the business office

Directed the installation of improved work methods and procedures to achieve office objectives

Actively maintained up-to-date knowledge of applicable state and Federal laws and regulations

Provided thorough supervision for day-to-day operations of business office in accordance with set policies and guidelines

Regularly evaluated employee performance, provided feedback, assisted, coached and disciplined staff as needed

Established and maintained positive relationships with government regulators, families, other area health care providers, physicians and community at large

Observed strict confidentiality and safeguarded all patient-related information

Richmond Eye AssociatesRichmond, VABilling Manager
Manage a team in billing, collections, coding and scanning of daily charges

Administered, directed and coordinated the activities of the billing office

Actively maintained up-to-date knowledge of applicable state and Federal laws and regulations

Provided thorough supervision for day-to-day operations of billing office in accordance with set policies and guidelines

Observed strict confidentiality and safeguarded all patient-related information

Prepare insurance and patient refunds

End of day/month/year closes
Golden VenturesRichmond, VAInsurance/Medicare Billing Manager
Administered, directed and coordinated the activities of the insurance/Medicare department

Provided thorough supervision for day-to-day operations of the department in accordance with set policies and guidelines

Observed strict confidentiality and safeguarded all patient-related information

Worked closely with facilities to ensure accurate billing transactions

Gray Miller Patterson and CodyLancaster, PABookkeeper
Performed and managed all accounts receivable functions

Performed and managed all accounts payable functions

Processed all internal check requests

Conducted all phases of billing and time entry

Reviewed and managed all client matters for accuracy in fee splits

Archived and maintained all closed client ledgers

Maintained office supplies and all office equipment and maintenance contracts

Performed all firm administrative duties (payroll, insurances, 1099's, employee records, tracking CLE's, etc.)

Prepared weekly and monthly accounting reports for partners

Processed weekly draw checks for partners

Managed general and escrow firm accounts

Education and Training

J.P. McCaskey High SchoolLancaster, Pennsylvania, U.S.High School Diploma: Academic

Willow Street Vocation Technical SchoolWillow Street, Pennsylvania, U.S.High School Diploma: Medical Assisting
Coursework in Health Services
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