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QUALIFICATIONS SUMMARY

Customer Service, Medicare Insurance Telesales and prior Executive Management professional with wide-range experience in developing critical priorities and implementing strategies that have proven successful in the human services field. Using effective collaborations to provide innovative ideas to accomplish established goals through training and support.  Experience in coordinating and executing compliance and performance-based policies, and developing  procedures in the tracking of outcomes. Ability to motivate and manage various levels of staff at multiple locations. Exceptional negotiator with ability to ensure the best rates, services and products through effective collaborations. Focused on providing outstanding customer service in which care and empathy is shown to all customers and providers.

Key Competencies:

· Interviewing
· Hiring
· Background Processing
· Benefits
· Payroll
· Vendor Contracts
· Accounts Payable/ Accounts Receivable
· Financial Documentation
CAREER HIGHLIGHTS

Benefits Verification Specialist/Patient Case Coordinator (Seasonal Assignments)
Jan. 2012 – NOV. 2012
Lash Group, Charlotte, NC (Aerotek, Inc.)
Determined patient qualifications for acceptance in a Patient Assistance Programs, entered information into the database and processed each application according to client’s standards and guidelines. Communicated with physician’s offices and patients in order to obtain needed information within the guideline requirements for Patient Assistance Programs.  Ensured that related information was obtained, documented in detail, tracked and available for access and quality review.  Communicate with private and commercial insurance payers in order to obtain benefit insurance information.  Entered explanation of coverage into the database and send to the physician’s office to clarify the billing and coding process for claims processing.  Used critical thinking to prioritize work assignments to ensure that tasks were completed in a timely, accurate and professional manner. 

· Patient Case Coordinator for Bristol-Myers Squibb Patient Assistance Foundation (last assignment)

· Patient Case Coordinator for Apidra & Lantus (Sanofi Team - Charlotte)

· Benefits Verification Specialist for Synvisc (Sanofi Team – San Francisco)

· Benefits Verification Specialist for Eylea (Regeneron Team – Charlotte) 

United Health Care Medicare Telesales Agent (Annual Enrollment)
SePT. 2011 – DEC. 2011
Connextions, Inc., Concord, NC

· Utilized effective communication skills to manage incoming calls from Medicare customers in order to explain and enroll potential clients into UHC programs and services

· Exhibited excellent verbal/written communication skills while maintaining customer confidentiality

· Identified and determined any specialty needs of the current and potential clients to ensure that their individual insurance needs were met, easily understood and electronically processed in a timely manner

· Researched providers, facilities and prescription costs for each customer to allow for full disclosure of the policy benefits and needs

· Processed telephonic enrollments in accordance with UHC and Medicare guidelines 

United Auto Workers’ Customer Service Associate (Annual Enrollment)
Oct. 2010 – DEC. 2010
Aon-Hewitt, Charlotte, NC (Spherion Staffing)
· Leveraged extensive knowledge of health care policies and effective communication skills to manage incoming calls from UAW retirees for the purpose of processing annual enrollment requests

· Ensured callers received accurate and thorough details by answering questions regarding health care benefits

· Entrusted to collaborate directly with insurance companies and vendors on issues pertaining to medical benefits and retirement plans due to ability to maintain a high level of confidentiality according to corporate guidelines 

Chief Executive Officer/Co-Owner
2002-2009
2nd II None Foundation, Charlotte, NC (part time 2002-2007)







      

Introduced a Non Profit Foundation that was licensed and accredited to perform four distinct services. Growth developed into Community Support, Diagnostic Assessment, Therapeutic/Outpatient, and Residential Treatment Services. Daily responsibilities included management of services and supervision of 16 licensed professionals, 40 Para-professionals, and eight office staff. Directed the coordination and continuum of care through direct communication with executive staff at multiple locations simultaneously. Additional responsibilities included planning, developing and implementation of treatment programs for adolescent and adult mental health clients. Developed the treatment program which ranged from pre-intake and referral process to discharge strategies and aftercare. Enlisted the use of tools such as personal care plans, goals, methods, modality and frequency of services. Ensured effective office operations for services, including billing, human resources, payroll, contracts and procurement. Developed collaborations that ensured the ability to offer clients continuity in relation to services and everyday living.

· Improved accuracy of consumer authorization statuses without lapses in funding streams through effective collaborations with NC Medicaid, Mecklenburg County, various other counties, and DSS agencies.

· Spearheaded development of policies to allow for accreditation and ensure compliance standards from several counties and North Carolina Division of Health and Human Services by interfacing with state and county departments on proper filing of contract applications and permits and guideline compliance.

· Successfully managed multiple computer systems simultaneously and maintained data integrity for billing with state, county and regional mental health agencies, annual contract renewals, cost reporting, admissions and discharges.

· Maintained all facilities to compliance standards in order to adhere to property inspections, confidentiality policies, and licensure statutes.
Staff Assistant – Surgical Services
July 2006 – May 2007
Carolinas HealthCare System, Charlotte, NC

· Delivered distinctive administrative support to the AVP of Endoscopy and Director of Surgical Services

· Managed calendars, answered phones and responded to email, drafted correspondence and other general clerical duties

· Assisted with entering operating room charges into the Picis system daily

· Increased accuracy and turnaround time of monthly Operating Room and Outpatient Surgery expense volumes

Unit Secretary – Main Operating Room





         FEB. 2002 – JULY 2006
· Scheduled patients for emergency surgeries, answered phone lines, communicated with surgeons and surgical staff, entered all medical orders into Star system and processed all paperwork generated during surgery

· Promoted for commendable performance, including developing and implementing an innovative training manual and various forms for use on all shifts 

TECHNICAL SKILLS

Highly proficient in Microsoft Office (Word, Excel, PowerPoint, Outlook), PeopleSoft, PC software

EDUCATION & CONTINUING PROFESSIONAL DEVELOPMENT

· Associates of Science in Health Administration, Colorado Technical University    

Anticipated: Feb. 2013
· Insurance Licensures for Life, Accident and Health/Sickness, Medicare Supplement/Long Term Care             2011
North Carolina Department of Insurance

· Advance HIPAA Training Certificate







                 2012 Including HIPAA Awareness, Privacy, Security and HITECH  
PROFESSIONAL AFFILIATIONS

American Health Information Management Association (AHIMA)





Active Member

National Association for the Advancement of Colored People (NAACP)




Active Member
