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 The intake coordinator makes sure that all required client information for new clients is received and processed and that appointments are made with the proper intake therapist.
· Obtain initial information relating to admissions, coordinates intake process, and provides information and referrals to community agencies as appropriate.

· Billing software proficiency.

· Computer skills.

· Trouble shooting

· Customer service.

· Data entry.

· Database software.

· Time management.

· Written and verbal communication.
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KEY QUALIFICATIONS 
· Intake Coordinator Medical Administrative Assistant ▪ Medical Terminology ▪ Patient Processing ▪ Release of Information 
Introduction to ICD-10-CM Coding ▪ HIPAA Compliance ▪ Anatomy & Physiology   
Medical Billing ▪ Medical Records Management ▪ Patient Registration 
Electronic Health Records (EHR) ▪ Electronic Medical Records (EMR) ▪ Greenway EHR 
Medical Laws & Ethics ▪ Pathophysiology for Medical Office ▪ MS Office / MS Word / EMR 
Computer Information Systems ▪ Medical Transcription ▪ Office Accounting ▪ Principles of Management 

[image: image3] PROFESSIONAL EXPERIENCE 

Lincare Holdings LLC – Clearwater, FL 
 
 
 
 
 
 
06/2021 – Present 
Customer Service Representative/Inside Sales- (Remote) ▪ 
Handle inbound and outbound telephone calls. 
· Adhered to HIPAA compliance and Lincare policies.  
· Citrix EMR software: review/update demographics, verify healthcare plan, and confirm billing data.  
· Insurance verification: review and confirm the benefits coverage, and the active status of the plan. 
· Process the patients’ medical equipment for pick-up, shipping or to be delivered to the residents!  
· Marketed Sleep and Sanitizing machines to customers and patients for healthcare utilization.  
· Discussed the sale options for the product and services for all orders and referred the data to the accounting department to process the bill and collect payments.  
· Reviewed with the patients the co-payments and out-pocket expenses.  
· To guarantee efficient client contacts and compliance with industry best practices, possess knowledge of ITIL concepts and US healthcare operations.

· Customer support procedures, precisely record interactions in the ticketing tool, elevate complicated cases to the next level or technical teams, cooperate with the healthcare team, and keep up with medical advancements.

· Make sure your clients have an amazing experience by being patient, professional, and client focused.

· Effectively handle client encounters by adhering to established protocols and using the hospital's information base to find pertinent solutions.

· To recognize and fix basic issues, one should possess a basic understanding of both services and products.


Walgreen’s Pharmacy – Orlando, FL 
 
 
 
 
 
 
09/2020 – 06/2021  
Customer Service Representative- Save-A-Trip Program (Remote) ▪ 
Handle inbound and outbound telephone calls. 

▪
Enter medical data via Interaction Connect EMR Software. 

▪
Access EMR and patients’ records via Cloud I-three web-based Management System.  

▪
Update the demographic information and pharmacy data with PMAP Healthcare Program Software. 

▪
Follow established guidelines and standard SOP’s and procedures. Adhere to all HIPAA guidelines and regulations. 

Primary Care Practice – Chesapeake, VA                             
 
 
 
 
04/2019 
– 
05/2020  
Certified Medica Assistant 
Implement health management activities/programs for membership. 
Aston Carter – Morrisville, NC                                                                                                                           01/2023
Intake Coordinator Specialist 
· Ensures all intake data for admissions requests are collected, completed, and communicated according to the established.

· standard operating procedures and in compliance with all regulatory requirements

· May require navigation with various levels of

· Must be resilient and able to overcome objections and pushbacks.

· Obtains the necessary information to place a patient.

· Contact and/or interview with the referral provider, patient, or patient representative to complete the admissions process
· Facilitate program to participants. Focus emphasis on medium-risk patients. Follow/update established procedures. May conduct research and analysis of reports. Develop strategies to increase effectiveness and participation. Establish/maintain effective communication and working relationships. Perform other duties as assigned. 

Conduent – Chesapeake, VA  
 
 
 
 
 
 
 
11/2017 – 04/2020 

Customer Service Representative (Enbrel) 
· Verified insurance, processed payments, handled prior authorization tasks, and sent out medication. 

· Answered inbound and outbound calls, updated patient demographics, and signed in new patients.  

· Worked on EMR system as a form of documentation.  

· Act as the client's first point of contact when they call or chat, answering their questions and requests right away.


Kingdom Kids Daycare Center – Roanoke Rapids, NC         
 
 
 
10/2015 – 10/2016 

Administrative Assistant / Secretary 
· Greeted visitors and callers and handle inquires. 

· Operated office equipment, such as fax machine, copier, and phone systems. 

· Ensured the day-to-day administrative needs of the establishment are fulfilled.  

· Inputted data into computer system and arranged appointments. 

· Completed general everyday tasks necessary for the efficient running of the business. 
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EDUCATION 

Ultimate Medical Academy – Associate – Medical Administrative Assistant, 2016


