
Robert Smith 
Billing Analyst II

PERSONAL STATEMENT

Extensive knowledge of health insurance guidelines, managed care 
products, Medicare regulations, and medical billing practices. Well versed in
medical terminology and coding systems. Sharp organizational abilities 
reinforced by a keen attention to detail and exceptional time management 
skills. Adept at managing multiple priorities in a fast-paced environment. 
Articulate and dynamic communicator with a proven talent for building 
positive rapport with customers, colleagues and external business partners.

WORK EXPERIENCE

Billing Analyst II
MegaPath -   April 2012 – 2019 

Responsibilities:

 Manage the customer interaction for all billing related inquiries.
 Review and ensure that customer provisioning (account set-up, pricing 

set up, customer information changes, and terminations) in financial 
systems is completed in accurate and timely fashion.

 Provide analytical support of actual billing and margin results against 
sales customer contracts.

 Assist in identifying and driving solution of root causes to problems and 
challenges by working with Finance managers, Accounts Managers and 
systems support team.

 Provide advice and consultation to assist customers in understanding 
and payment of invoices.

 Track and monitor customer balances, update AR aging, and reduce 
delinquency for assigned accounts.

 Analyzing collection issues, process customer refunds, process and 
review account adjustments, resolve client discrepancies and short 
payments.

BILLING ANALYST
ABC Corporation -   2010 – 2012 

Responsibilities:

 Verify accuracy of billing data and revise any errors.
 Prepare itemized statements, bills, or invoices and record amounts due 

for items purchased or services rendered.
 Review documents such as purchase orders, sales tickets, charge slips 

to compute fees or charges due.
 Keep records of invoices and support documents.
 Track accumulated hours and dollar amounts charged to each client job 

to calculate client fees for professional services, such as legal or 
accounting services.

 Compile reports of cost factors, such as labor, production, or equipment.
 Auditing for each task at hand, verifying each document to the data 

entry for that specific job or product..
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

10-Key, Microsoft Office, 
Data Entry, As400, 
Oracle, Retail Link, 
WennSoft, Skip Tracing, 
Dun and Bradstreet, 
Typing.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


Education

BS in Business Administration - (California State University East Bay -
Hayward, CA)
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