Chronological Resume Example


	Name
Street Address
City, State Zip Code
Phone 
email

	

	OBJECTIVE:

	


	
To obtain a position in accounting and proof control.  

	

	EXPERIENCE:

	

	2000 –Present

	Medical Biller, Datum Corporation, Sioux Falls, SD 57101
 

	· Accurately enter patients' demographics into the Medical Manager system

	· Verify patients' insurance eligibility, post payments and make appropriate changes to patients account

	· Strategically select information from patient files for reimbursement

	· Successfully code CPT procedures as well as diagnosis ICD-9 CM.

	· Abstract demo information from ADT system for billing purposes

	

	1988 - 2000

	Senior Accounting Clerk, Woodgrove Bank, Sioux Falls, SD 57101


	· Handled basic accounting functions: A/P, A/R, and billing

	· Performed 2-way proof of debits and credits

	· Performed "back-value" calculations on mutual funds and private banking

	· Worked with broker-dealers in securities area

	· Reconciled daily department transactions

	· Supported fellow co-workers

	

	EDUCATION:

	

	· Oak Tree Technical College - Completed courses in advanced medical billing

	· Maple School of Business - Completed courses in recordkeeping, office practices, and computer literacy

	· Elm Community College - Certificate in Medical Billing

	

	COMPUTER SKILLS

	

	
Microsoft Windows, Word, Excel, and Lotus Notes 

	

	ACTIVITIES AND INTERESTS:

	· Language skills: Conversant in Spanish

	· Serve on the Board of Directors for the Bridges Employment Resource Center at The Center For Active Generations


