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Work Experience
Coopergenomics
 Client Services-      Aug 2017 – Present (company closing)
· Answer a high volume of inbound call professionally, efficiently and according to standard operating procedures.
· Coordinate with various departments within the company to ensure customer requests are handled appropriately and in a timely fashion. Act as liaison between customers, sales, field operations, and office personnel to resolve general inquiries & issues.

· Attend to customer questions, complaints and concerns immediately, facilitating satisfactory resolution.

· Effectively present and discuss the products and services offered by the company that conveys an image of quality and integrity.

· Inputs data accurately for customer orders, pick-ups, and service work orders.

· Serves as liaison between the customer and operations.

· Sets up new accounts, maintains records, and prepare reports as necessary.

· Accurate recording of payable transactions

· Receive, log and track all vendor invoices received by the Company

· Accurate analysis of denials and contracts to recover underpayments/resolve outstanding accounts receivable.

· Conduct effective sales presentations on company’s product line in response to the unique needs of each customer. Process customer orders and contracts. Prepare quotes and send bids to customers for new jobs.

· Telephone prospecting as well as face to face selling

· Provide weekly and monthly reports to management.

· Performs miscellaneous sales duties as requested by management.

Stamford Hospital
                                                                                   Revenue CYCLE ASSOCIATE​​​​, Dec 2014 – aug 2017
· Monitors and reconciles daily reports as well as assigned work list for appropriate account resolution inclusive to credit, debit and adjustments.

· Documentation of all action taken on an account.

· Accurate analysis of denials and contracts to recover underpayments/resolve outstanding accounts receivable.
· Payroll/ Accounts payable / Accounts receivable.
· Facilitates patients' and departments in the health system and serving as an advocate for the patient in explaining third party payer coverage's, referrals.
· Communicate directly with patients either by telephone, electronically or face to face. Greet and direct patients
· Manage patients' accounts. Keep records of patient interactions and transactions

· Return dictated reports in printed or electronic form for physician's review, signature, and corrections and for inclusion in patients' medical records.

· Produce medical reports, correspondence, records, patient-care information, statistics, medical research, and administrative material. Post credit card and cash payments to patients account.
· Accurate billing and/or follow-up of patient accounts according to established departmental guidelines based upon regulation requirements for specific insurance carriers.

                          POSIGEN SOLAR SOLUTIONS, BRIDGEPORT, CT

 Admin, Feb 2008 –Dec 2014 
· Resolve customer complaints regarding sales and service, processing payments .

· Assessing customer independently, answering phone calls and direct calls to appropriate parties or take messages.
· Prepare and review contracts.
· Prepare   invoices, reports, memos, letters, financial statements and other documents.

· Perform general office duties, such as ordering supplies, maintaining records management of database. systems. Maintains schedules and sets appointments within parameters set by the manager.
· Arrange for special services required by staff such as messenger, catering, equipment rental, outside reproduction of documents etc. 
· Generates monthly sales excel report. 
· Supports 11 sales representatives.
· Provide training and job coaching to telemarketers.
· Prepare and present PowerPoint and Excel presentations on behalf of manager.
  Education
Monroe College, New Rochelle, CT 
Associates in Criminal Justice with minor in Business Management , Apr 2009/ Bachelors in Accounting 2019
Additional Skills
· Exceptional attention to detail with proven interpersonal skills 

· Microsoft office expert, Proven written and oral communication skills,
· Bilingual- Creole
· Excellent customer service orientation [image: image2.png]



 


