Marisa Rodriguez
2555 W. Winston Rd., #78 ( Anaheim, CA 92804 ( Home: (714) 561-0659 ( Email: marisardrgz@yahoo.com
 Objective
                 

                      Seeking a challenging career, offering long-term stability and potential growth.
Key Skills
	Service  Skills:
	Passionate about servicing diners in a warm, efficient and courteous manner. Graceful, careful and safe when handling food. Cash handling experience.

 

	Computer Skills:
	Over three years work experience in the medical front office. Word ▪ Excel ▪EMR All Scripts ▪ Windows XP▪ Type 35 WPM 


Work Experience
Party Staff Inc. (Costa Mesa, CA) ( Banquet Server, 2013- Present  

· Serving experience in Hotels, Resorts, Corporate dining facilities and special events
· Followed set work according to recipe, menu, schedule or instructions.
· Ensure that all standards are maintained relative to security, maintenance, health & safety and cleanliness  of the catering department.

Advanced Chiropractic Management Billing (Irvine, CA) ( Front Office, 2013 
Answer phone calls. Take messages. Schedule appointments and enter data into computer.   
Assist medical biller with EOB’s. Post payments and charges, verify patients’ insurance benefits and eligibility with HMO, PPO and Medicare Insurance. Follow up on claims with PPO and Medicare.
Assist with other office work as directed by office manager. 
California Kidney Specialists (Fountain Valley, CA) ( Front/Back Office, 2005-2006
Answer phone calls. Take messages. Relay medication orders. Schedule appointments and enter data into computer. Greet patients and check in and out. Room patients and obtained vital signs. 

Post payment and charges. Code procedures and diagnosis. 

Prepare and fax authorization requests to insurance company (HMO and PPO) for procedures and medications. Follow-up on status of authorizations (HMO and PPO imaging…etc.). 

      Beach Pediatrics (Huntington Beach, CA) ( Front Office, 2003-2005
· Post payment and charges. Code procedures and diagnosis. 

· Answer phone calls. Take messages. Schedule appointments.  Check in patients. Collect co-payments.  Relay medication orders to pharmacy.
Assist medical biller when necessary. Verify patients’ insurance benefits and eligibility.  
Education
(  Orange Coast Community College (Costa Mesa, CA)    ( California Food Handler Card, 2013         
      Medical Insurance Billing and Collections, 1998 to 1999    (  TIPS Certification Card, 2014
