Thomas Riddle
1234 Park St.
Phoenix, Arizona
Home: 727-555-5555
Cell: 727-555-5556
Email: Thomas_Riddle@netlog.com

Objective
To obtain a challenging position in a career oriented clinic or hospital utilizing my office and computer skills, and assist in efficient productive company operations.   

Qualifications Summary
· Proficient in Medical Insurance Billing, Medical Terminology, Medical Coding, and Medical Transcription.

· Hardworking, motivated, energetic, dedicated, and professional individual able to serve clients in a conscientious and pleasant manner.

· Outstanding oral and written communication skills.

· Extensive knowledge of Data Entry 8000-9000 KS, inventory and telephone systems.

· Strong ability to multitask, organized, disciplined and detail oriented.

· Medical software knowledge: Medisoft, Medical Manager and Office Hours, CPT-4 coding, ICD-9 coding, CM1500 forms and UB92 forms; Microsoft Office, INDA system.

· Can type 50 wpm.  
Education
The Academy of Medical Transcription and Professions

· Medical Billing and Coding Degree (May 2000)

Hartman College, Phoenix, AZ

· Medical Billing Specialist Degree (1998)
Work Experience
Medical Biller: Dec. 2003 - Present, EZBILL Medical Billing Company, Phoenix, AZ

· Responsibilities include: Billing for medical and all commercial carriers, following up on unpaid accounts or denying claims for their status, heavy data entry tasking, answering phones, filing, faxing and copying documents.

· Develop spreads for tracking claim checks for physicians.

· Look up ICD-9 codes to verify if a code has been changed and enter deposited and updated patients' demographics using the Medisoft system.

· Verify Medicaid statuses using ePACES online system.
Medical Records Clerk: Jan. 1998 - Nov. 2003, Correctional Medical Services, Phoenix, AZ

· Duties included: Performing general administrative office assignments, scheduling appointments for patient visits, documenting clinical notes, filing and maintaining health information records.

· Functioned as a communication link within the office and processed correspondence in a timely and systematic manner.

· Other responsibilities: Complying and preparing reports and documents accurately, scheduling meetings and work assignments to meet deadlines, answering telephones, taking messages, ordering, receiving and maintaining office supplies.
