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Highly qualified Accounts Receivable Representative with experience in the 
industry. Enjoy creative problem solving and getting exposure on multiple 
projects, and I would excel in the collaborative environment on which your 
company prides itself.

MAY 2010 – PRESENT
ACCOUNTS PAYABLE/ACCOUNTS RECEIVABLE REPRESENTATIVE - 
PALMETTO HEALTH ALLIANCE

 Accurately apply cash to individual customer accounts, book journals, issue 
&amp; mail checks, process over-the-phone payments, &amp; remote deposit 
checks.

 Day-to-day administrative tasks, to include mailing notices &amp; follow-up on 
any that are returned, documenting department procedures, filing and 
department notarizations.

 Accomplishments Was promoted twice first from accounting administrative 
assistant in my current department, next to Customer Service, and third to my 
current position after the Service Dept was downsized.

 Assisted current department in transitioning from data entry completely via 
Excel to our current billing system, ITC.

 Initiated the documentation of all department procedures (with screenshots) to 
ensure they may be easily followed and the task thoroughly completed; and 
continue to maintain an update of those and new procedures.

 Have been proactive in building a rapport with our customers as well as 
ensuring client retention.

 Effectively and independently handles second level reimbursement issues.

2006 – 2010
ACCOUNTS RECEIVABLE REPRESENTATIVE - AFFINITY HEALTH PLAN

 Responsible for Receiving payments in the form of checks, money order and 
direct debit

 Ensuring accuracy of information entered onto checks, money orders and other 
forms of payment

 Rationing payments evenly amongst family and/or balancing credits within 
accounts

 Applying payments to new, active and other accounts that are recertifying 
within Facets database

 Tallying and scanning payments to bank
 Providing accurate up-to-date account information to customer service 

representatives upon request
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 Depositing all payments to the bank through ITMS system Ensuring accuracy of 
all account information, including payment amounts, type of health coverage 
and member information to avoid lapse in health coverage.

EDUCATION

Certificate in Accounting - (Cypress College - Cypress, CA)

SKILLS

Time Management, Attention To Detail, Communication, Patience, Adaptability, 
Merchandising, Case Management, Group Facilitation, Sales, Word Processing, 
Counseling, Collections, Motivated.
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