Medical Receptionist
Midpoint Medical Partners, Brooklyn, NY
January 2013 - Date
· provide full front office receptionist and administrative support for 8 healthcare practitioners
· register and process patients
· verify accuracy and completeness of patient information and insurance documentation
· handle insurance and authorization verification
· schedule and coordinate appointments, tests and procedures
· prepare patient charts
· maintain and manage patient data base
· report statistics as requested
· answer and transfer calls
· deal with inquiries and requests
· collect co-payments
· maintain hygienic and tidy front office
Medical Records Clerk
Family Medical Clinic, Brooklyn, NY
September 2010 - November 2012
· maintained medical records in accordance with company policies and procedures and state and Federal guidelines
· prepared and updated medical records in a timely manner
· located, retrieved and distributed records as needed by all departments
· copied and faxed requests for medical information
· transferred outdated file materials to inactive storage
· performed general clerical functions

Education
Brooklyn Technical High School, New York
High School Diploma, 2010

Technical Skills
· MS Word
· Excel
· Outlook
· Medic software
· data base management
· knowledge of medical terminology and procedures
· solid working knowledge of insurance plans

Core Competencies
· organizational and planning skills
· communication skills
· information gathering and management
· confidentiality
· problem-solving
· flexibility
· reliability
· customer service skills

References
Available on request

