Name Inserted
1234 Blessing Boulevard~ Philadelphia, PA 19100
Tel: (215) 123-4567   E-mail: __________@yahoo.com
PROFILE
Highly productive and efficient data entry operator and office support specialist with over 10 years experience.    Detail oriented with a great work ethic; ability to work well independently or in a team environment, providing quality performance to meet company goals and standards.

PROFESSIONAL EXPERIENCE

Data Entry Operator/Pattern Analyst
· Organized, scanned and extracted patient medical evaluations, dental records and diagnostic results.
· Created worksheets based on personal health information for comparison.

· Keyed error free numerical and diagnostic statistics data.
Data Entry/Switchboard Operator

· Contacted insurance members to confirm renewal applications were received and mailed back.

· Mailed applicants information about insurance products and services available. 

· Generated new insurance cards.

· Covered for operator when department was experiencing a high call volume.
Enrollment Specialist

· Promoted the company brand CorSolutions; educated insured patients about medical services and programs available.

· Researched client accounts and maintained an extensive database consisting of patient medical history.

· Enrolled patients into specific disease management programs.

· Encouraged patients to utilize on-site nurse line for further health information in between medical visits.

Physician Advisor Scheduler/UM Support Specialist
· Verified patient’s eligibility for reauthorizing therapy visits in a timely manner. 

· Organized and entered medical history information into database. 

· Made calls to facilities to schedule rounds and prepared patient files for peer reviews with attending physicians. 

· Helped various departments with special projects.

· Provided daily switchboard coverage, mail distribution and conference room scheduling for receptionist.
EMPLOYMENT HISTORY
2007-2010    Data Entry Operator/Pattern Analyst - Penn Diagnostic Center, Philadelphia PA

2006-2007    Data Entry/Switchboard Operator - Blue Cross CHIP Program (Temp), Philadelphia PA

2006-2006   Enrollment Specialist - CorSolutions (Temp), King of Prussia PA

1999-2004   Physician Advisor Scheduler/UM Support Specialist -Magellan Behavioral Health, King of Prussia PA

EDUCATION
Temple University CSPCD Clerical/Computer Operations Training, Philadelphia, PA

Certificate of Completion 9/2005

Upper Merion Area High School, King of Prussia PA

Diploma
