LARA SMITH
123 Jones Street, Apt. #5, Baltimore, MD 21212
123-555-555 lara.smith@hotmail.com
SUMMARY OF SKILLS
A dedicated professional with over 12 years of successful experience in medical and dental claims processing with expertise in a variety of claims processing software including Ntierprise, EMR, and Centricity.  My superior communications, analytical, and interpersonal skills afford me the ability to solve problems, improve processes, and exceed productivity expectations while delivering world-class customer service. 


WORK EXPERIENCE
Billing and Collections Coordinator 

Chase Brexton Health Services, Baltimore, MD






2008 -2009
· Billed medical and dental claims for payment using the EMR and Ntierprise Healthcare Software
· Provided customer service, payment processing, collections, and follow-up for denials
· Set up and managed patient payment plans and expedited payment issues charges utilizing persistence and interpersonal skills
Medical Care Program Associate 

Department of Mental Health and Hygiene, Baltimore, MD




2006 - 2007
· Served as lead associate in Problem Resolution Department

· Played a key role in solving Medical Assistant and Medicaid payment issues
· Analyzed and initiated process improvements related to Medicaid denial issues for hospitals, hospice centers, nursing homes, long term care facilities, and home healthcare, resulting in improved billing procedures and reduced claim denials 

Billing and Collections Coordinator 

Total Health Care, Inc., Baltimore, MD







200 - 2004
· Gained a strong base of experience in maintaining medical and dental files using MMIS Software
· Verified physical eligibility via EVS automated system and on-line verification
· Processed medical, dental, and substance abuse claims using the MMIS and Ntierprise Healthcare Software
· Produced and tracked daily, weekly, and monthly reports of unpaid claims
· Supervised and trained as many as 14 cashiers at 4 billing locations
· Utilized problem-solving skills to get initial denials from the insurance companies paid in a timely manner
· Received special recognition for getting $25,000.00 worth of dental claims paid in one month 

Dental Claims Analyst/Customer Service Representative
CoreSource Inc., White Marsh, MD 







1999 - 2001
· Processed dental claims for various employers and companies world-wide
· Read and analyzed dental x-rays and periodontal charts to determine claim payments 


EDUCATION
High School Diploma - Cornado High School, 1999
U.S. Army Food Service Specialist Course - Fort Lee, VA 2006
