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PATIENT ACCESS REPRESENTATIVE

Patient access representative with three years of experience using Epic Practice Management within a medical office setting. Excellent ability to schedule patients, provide medical billing and estimates, and process insurance claims. Proven record of effectively communicating with providers, insurance representatives, vendors and patients while adhering to HIPAA and patient confidentiality requirements.

CORE SKILLS




· 
· Electronic medical records
· Patient scheduling
· Medical coding and billing
· Customer service
· HIPAA compliance
· Interpersonal communication


	



										
PROFESSIONAL EXPERIENCE

Pulaski Medical Clinic, Waynesville, Missouri						               2013 - 2015
Patient Account Coordinator
· Provided overall coordination of daily operations for nine physicians, including answering phone calls, checking in and registering patients, and scheduling follow-up appointments via Epic Practice Management
· Filed, organized and maintained patient medical records on a daily basis
· Entered and verified insurance coverage into computer system; sent insurance claims to several different insurance companies; followed up on insurance claims and coordinated unpaid claims by setting up payment plans and billing with customers
· Tracked prior authorizations and coordinated referrals for customers in a timely manner to ensure accurate coverage and access to care
· Generated billing estimates and processed credit card payments as needed

Benning Medical Group, Columbus, Georgia							2012 - 2013
Part-time Front Office Assistant
· Coordinated daily front-desk operations for internal medicine office providing care for more than 100 patients on a weekly basis
· Performed clerical duties including answering multiline phone, photo copying, filing and organizing paperwork, on a daily basis
· Organized schedules for six providers in Epic Practice Management, ensuring full schedules achieved to maximize patient load
· Ordered, inventoried and organized supplies and performed accounts payable functions by completing payments to several vendors

	


· 
						
EDUCATION

Career Step: Professional Medical Coding and Billing ICD-9/10 Certificate, 2013
Meditec: Medical Office Management Certificate, 2012
Meditec: Medical Terminology Certificate, 2011

	


· 
						
COMPUTER SKILLS

Microsoft Office Word and Excel, Epic Practice Management, Typing 40 words per minute
