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Extremely hard working and eager to utilize the skills. Excellent organizational skills 
and very dependable. Proficient in Microsoft Office.

EXPERIENCE

Appeals Specialist/Analyst
ABC Corporation - 2004 – 2006

 Processed MCO member appeals for Medicaid and Medicare lines of 
business.

 Coordinated with upper level management such as Medical Directors 
with level 1, 2 and 3 appeals in order to represent the members 
appeal accurately.

 Followed internal policies and procedures to ensure timely and 
accurate appeals decisions were made.

 Met all timelines, made sure that all necessary research was 
completed, and that all information in the appeal files was accurate.

 Ensured file contents were in compliance with internal and external 
auditing standards.

 Assured appeals process was in compliance with both internal and 
external rules and regulations.

 Advocated for members to ensure that they understood their appeal 
rights and had a clear understanding of the appeal process.

Appeals Specialist 
ABC Corporation - 2001 – 2004

 Answer incoming calls and respond to written correspondence from 
members requesting to appeal services or cost shares for all lines of 
business.

 Accountable for researching the accuracy of claims processing and 
denials of authorization requests for medical related services.

 Responsible for verifying appeal rights and preparing cases for review
and determination within established guidelines and timeframes.

 Prioritize and manage caseload daily to ensure cases are handled 
timely, thoroughly and appropriately in an effort to meet all 
departmental metrics and regulatory requirements.

 Train, coach and mentor new and existing staff and provide feedback 
on performance to ensure quality and accuracy.

 Operate with discretion and maintain confidentiality at all times.
 Collect and input data in applicable systems for accurate reporting..
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EDUCATION

 Bachelors of Science in Human Services/Management - (University of 
Phoenix)

SKILLS

Communication skills, Artistic, Fundraising, Creative writing, Research, sales, 
Marketing.
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