
Billing Agent/Manager

ROBERT SMITH

Phone: (123) 456 78 99 
Email: info@qwikresume.com

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

Reviewed all documentation related to claims in question to assure relativity to the case. 
Restocked grocery items ensuring expiration dates had not been met and sufficient stock was 
shelved.

Skills

&lt;div&gt;Excellent math ability, Good organizational skills.&lt;/div&gt;

Work Experience

Billing Agent/Manager
ABC Corporation  April 2009 – March 2011 
 Reviewed claim requests received from numerous sources to determine the validity of each 

inquiry.
 Required and Obtained same from Inpatient, Outpatient, Ambulatory Procedure Visit, and/or 

Observation Records to initiate billing activities.
 Utilized knowledge of medical terminology and disease processes to analyze each record of 

treatment to ascertain which visits were related to the claim in question.
 Contacted in writing and/or telephonically claimants and various health care providers to 

obtain additional information as required.
 Utilized automated systems to retrieve specific clinical data and a Third Party Outpatient 

Collection System to retrieve, verify insurance/administrative information, and obtain 
pertinent administrative data.

 Obtained information from inpatient records, outpatient records, Emergency Room sheets, 
and/or specialty clinic files.

 Coordinated with medical facilitates to ensure inpatient records were approved in a timely 
manner and solicited verification of outpatient visit codes, when indicated, to facilitate 
efficient and expeditious billing.

Billing Agent
Delta Corporation  2007 – 2009 
 35898, Supervisor Nit Hall, 256-876-3517 Operated an electronic cash register.
 Verifies patron identification and ration cards to ensure authorized entry and purchase of 

commissary merchandise.
 Projected a helpful and courteous attitude while accurately and efficiently processing orders, 

ensuring monies were within an acceptable level and making sure that all media (i.e., 
personal checks, money orders, travelers checks, credit cards, debit cards, coupons and other
approved forms of payment) accepted were valid and contained the required information.

 Accepted and verified various forms of media and makes correct change for customers.
 Processed error corrections and voids.
 In providing customer service, I responded to a wide variety of customer inquiries.
 Addressed customer concerns or inquiries, referring those that I could not personally address 

either to my supervisor or team leader.
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Education

B.S. in Business Administration - (Columbia College - Huntsville, AL)
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