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	Well spoken, mild mannered individual who strives for excellence in service delivery.
Experience in data entry, sales, customer service, call center, security and various health care settings; most including medical records with physicians and patient interaction.
Comprehensive understanding of standard security rules and procedures, HIPAA regulations, release of information and corporate governance.
Dedicated and focused; able to prioritize and complete multiple tasks to accomplish projected goals.
Proficient in various computer programs, hardware, software, digital media production and many applications including Microsoft office suite, adobe creative cloud, online domain/web design & website management software such as Intuit, Weebly and Godaddy.com. 


	pROFESSIONAL eXPERIENCE

	
	2015 
                                EBay Enterprise (Adecco)                                          Merritt Island, FL

Call Center Customer Service Representative
· Provide Customer Service and technical support for online shoppers and in-store agents
· Process returns, refunds and re-shipment's for Dicks Sporting Goods online Retail store
· Makes sales and cross sales to customers and validate online promotions 
· Handle phone calls, Transfers, Send emails, and Create shipping labels via UPS & USPS 
2014 
                                International Palms Resort                                          Cocoa Beach, FL
Security Officer
· Patrol and maintain 500 room hotel property and guest.
· Performed standard security duties and routine safety checks throughout the property.

· Wrote incident reports for any incident, accident or injury that occurred on property along with daily shift reports and security logs. 
· Managed parking lot daily and for special event parking. 

· Enforced all rules and regulation for the hotel.

· Confronted every security situation at a face to face level such as guest complaints, fights, slip and falls, lost or stolen property, trespassing and many more.   
2013
                                Mr. Gold Fine Jewelry                                                   San Antonio, TX

General Manager/Webmaster 
· Managed sales and operational issues such as minor jewelry repair, billing, and payment services.

· Performed basic watch repairs and replace watch batteries daily.

· Maintain and managed online product inventory for store website and Amazon store. 
· Process all payments on accounts to maintain control of daily variances.
· Created and managed all sales and marketing campaigns for print, email and social media networks.   
2012
                             Wuesthoff Hospital HMA                                               Rockledge, FL

Managed Care Coordinator Assistant/Pre-Registration Clerk  
· Resolve managed care operational issues such as authorization for services, billing, and claims payment
· Ensure all clinical operations comply with Medicare and Medicaid guidelines and other managed care policies
· Maintain managed care contracts, educational information databases, and prepared custom spreadsheets for insurance companies
· Pre-registered, scheduled and collected payments on upcoming surgeries and operations and maintained control of daily variances 

2009-2011
                            Wuesthoff Health System                                                 Melbourne, FL

Release of Information Clerk
· Performed timely processing of medical records requests from various sources always maintaining HIPAA compliance
· Accurately accepted and posted payments from walk-in customers
· Prepared invoices for customers who were on a prepay status
· Performed accurate document/record indexing

· Prepared records for medical record review audits  

	
	2007-2009
                   Allied Barton, for United Space Alliance                     Cape Canaveral  & Titusville

Security Officer
· Obtained NASA level security clearance 

· Meticulously followed protocol which included securing protected areas and controlling limited access areas 

· Carefully followed detailed shift instructions received in daily briefings from Lead Officer  

· Performed various types of inspections including vehicle, freezer temperatures and fire alarm systems

· Performed control center operations

2005-2007                               Health First, Inc. (CCH & HRMC)                       Cape Canaveral & Melbourne                                     
Health Information Tech

· Performed timely processing of medical records requests from various sources always maintaining HIPAA compliance and corporate compliance.

· Arranged, Analyzed, Indexed and created Physician’s deficiency list

· Performed risk management, QA and IC audits

· Converted paper file scanning to digital format 

· Answered internal and external customers calls
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2000-2005                                         Hurley Medical Center                                              Flint, MI
Level 7 Medical Records Clerk
· Performed record analysis ensuring completeness and accuracy
· Assigned record deficiencies to attending and resident Physicians or Nursing staff ensuring record completeness
· Organized and arranged records preparing them for Physician review and permanent record filing
· Scanning original files and indexing to digital format 
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