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Skills Summary
Accounting Clerk skilled in Accounts Receivable and Accounts Payables, collections of Direct Bill Accounts with 30+days unpaid balances, posting and applying checks to billing accounts, Reconcile bank statements with general ledger, entering data into computer, processing backups verification of financial reports, daily bank deposits, credit card billing processing, posting cash and credit card payments, payroll, staff scheduling (10+ years), Account Management (10+ years), Customer Service (10+ years), Sales Management (10+ years) ICD-10-CM, CPT, HCPCS codes system, Medical Terminology, Understanding Health and Medical Insurance
Education
Degree / Date of Graduation
Associate of Applied Science in Medical Billing and Reimbursement / December 2018
Dean’s List Spring 2017 GPA 4.0 

Dean’s List Fall 2017 GPA 3.93

Dean’s List Winter 2017-2018 GPA 3.86

Experience
Name of Employer
Labor & Delivery Health Unit Coordinator/Certified Nursing Assistant 
University Medical Center of El Paso - El Paso, TX - February 2012 to Present 
Responsibilities Health Unit Coordinator: Answer Phone, Transfer calls to designated person, file charts, prepare charts, ask for rooms in Ante-Partum, prepare Epidural paperwork, and C-Section paperwork, page OB Faculty, Pediatrician for new deliveries, page for team steps, input orders, admit newborns, register newborns in Cerner, log in newborns, log in hugs and kisses, type in any work orders, request diets for patients, page AOD on MOT's for babies being transferred to NICU, etc. Nursing Assistant: assist RN's on anything, check baby warmers and set up, pick up rooms, return supplies to pixies once mother is transferred to Ante-Partum, dispose of vaginal packs upon delivery, pick up dirty vaginal trays and get them ready to send out for sterilization, stock all patient rooms, remove all IV pumps and epidural pumps, transfer patients, set up recovery rooms, answer all call bells and assist patients on their needs etc.
Accomplishments The C.A.R.E. Values in Health Care 
Skills Used 100% Patient Care Satisfaction, Multi-Task and Knowledge skills, consistent, friendly, motivation, dedication, responsibility, dependable , team player, excellent computer and preceptor skills 
Promoted to Assistant General Manager 
La Quinta Inns & Suites Hotel - El Paso, TX - January 2005 to April 2008 
Bilingual: English & Spanish both reading/writing, Multi-Task Oriented a Plus, Excellent Customer Service Oriented, Switchboard Operator: transferring outside calls to in-house guests, answering guest requests, taking guests complaints and solving the problem immediately, booking reservations either individual or group reservations, making sales calls, Assigning guests rooms on groups and new arrivals, inspecting guests rooms thoroughly every day to meet guests satisfaction, supervising front desk reps, housekeeping supervisors and housekeepers, laundry person, maintenance supervisor and maintenance personnel, and supervising security guard. Reconcile Daily Audit packets, bank deposits, credit cards, direct bill accounts, balancing accounts receivables/payables, scheduling for all departments, payroll, inventory, ordering supplies, training, hiring, conducting monthly employee and OSHA meetings, filing, budgeting, monthly P&L's, checking guest in/ out, setting up/attending breakfast area every morning, in charge of incident reporting both in writing, entering electronically and submitting immediately to Risk Management Dept. at Home Office. Answering any guest complaints by via phone, via mail, via email, STAR Tracker Reports 
Promoted to Front Office Manager 
La Quinta Inns & Suites Hotel - El Paso, TX - May 2003 to January 2005 
Bilingual: English & Spanish both reading/writing, Multi-Task Oriented a Plus, Excellent Customer Service Oriented, Switchboard Operator: transferring outside calls to in-house guests, answering guest requests, 
taking guests complaints and solving the problem immediately, booking reservations either individual or group reservations, making sales calls, assigning guests rooms on groups and new arrivals, inspecting guest’s rooms thoroughly every day to meet guest’s satisfaction, supervising front desk reps, housekeeping supervisors and housekeepers, laundry person, maintenance supervisor and maintenance personnel, and supervising security guard. Reconcile Daily Audit packets, bank deposits, credit cards, direct bill accounts, balancing accounts receivables/payables, scheduling for all departments, payroll, inventory, ordering supplies, training, hiring, conducting monthly employee and OSHA meetings, filing, budgeting, monthly P&L's, checking guest in/ out, setting up/attending breakfast area every morning, in charge of incident reporting both in writing, entering electronically and submitting immediately to Risk Management Dept. at Home Office. Answering any guest complaints by via phone ,via mail, via email, STAR Tracker Reports 
Front Desk Clerk 
La Quinta Inns & Suites Hotel - El Paso, TX - June 1990 to February 2003 
Bilingual: English & Spanish reading/writing ,Multi-Task Oriented a Plus, Excellent Customer Service Oriented, Switchboard Operator: transferring outside calls to in-house guests, answering guest requests, taking guests complaints and solving the problem immediately, booking reservations either individual or group reservations, Assigning guests rooms on groups and new arrivals to meet guests accommodations, communicating with housekeeping supervisors and maintenance supervisor and maintenance personnel, and security guard, worked Night Audit shifts to reconcile morning and evenings shifts daily work and deposits, reconcile daily credit cards, print all reservations registrations for the following day, filing registration cards, handling of both cash and credit cards as payment, checking guest in/out, restocking guest supplies and breakfast area every morning, in charge of incident reporting in writing, and notifying manager immediately, Empowered to Answering any guest complaints and to resolve the problem immediately, 
Assistant Accounting Clerk/ Front Desk Clerk 
Sheraton Hotel - El Paso, TX - July 1984 to June 1990 
Bilingual: English & Spanish reading/writing, Multi-Task Oriented a Plus, Excellent Customer Service Oriented, Switchboard Operator: transferring outside calls to in-house guests, answering guest requests, taking guests complaints and solving the problem immediately, booking reservations either individual or group reservations, making sales calls, Assigning guests rooms on groups and new arrivals, inspecting guests rooms thoroughly every day to meet guests satisfaction, supervising front desk reps, housekeeping supervisors and housekeepers, laundry person, maintenance supervisor and maintenance personnel, and supervising security guard. Reconcile Daily Audit packets, bank deposits, credit cards, direct bill accounts, balancing accounts receivables/payables, scheduling for all departments, payroll, inventory, ordering supplies, training, hiring, conducting monthly employee and OSHA meetings, filing, budgeting, monthly P&L's, checking guest in/ out, setting up/attending breakfast area every morning, in charge of incident reporting both in writing, entering electronically and submitting immediately to Risk Management Dept. at Home Office. Answering any guest complaints by via phone, via mail, via email, empowered to answering all guest’s complaints and resolving the problem immediately 
EDUCATION
Associate in Applied Science in Medical Billing and Reimbursement
Bryant Stratton College
March 2017-December 2018
Certification in Phlebotomy 
Southwest University - El Paso, TX 2014 to 2014 
Certification in Certified Nursing Assistant 
Emerald Nursing School - Santa Teresa, NM 2013 to 2013 
Health Unit Coordinator 
El Paso Community College Rio Grande - 2012 to 2012 
Gadsden High School - Anthony, NM 1979 to 1982 

High School Diploma

SKILLS 
Accounting Clerk skilled in Accounts Receivable and Accounts Payables, collections of Direct Bill Accounts with 30+days unpaid balances, posting and applying checks to billing accounts, Reconcile bank statements with general ledger, entering data into computer, processing backups verification of financial reports, daily bank deposits, credit card billing processing, posting cash and credit card payments, payroll, staff scheduling (10+ years), Account Management (10+ years), Customer Service (10+ years), Sales Management (10+ years) Medical Terminology, ICD-10-CM, CPT, HCPCS coding system, Understanding of Medical and Health Insurance

ADDITIONAL INFORMATION 
Excellent in both Customer and Patient Service oriented .Multi-Task and capable of performing numerous related functions to accomplish any task. I Am Very Flexible, can work any shift, holidays, weekends and can continue my education if needed. I would love to be given an opportunity. I am confident that if given the opportunity I will be a good asset to your company. 
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