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Work Experience
Lehigh Valley Health Network, Allentown, PA 
Registration Specialist, Nov 2015 – Present 
· Responsible for all aspects of registering patient demographic and insurance information.

· Insurance verification and treatment/visit pre-certifications and/or referrals

· Schedule patient appointments.

· Contact insurance companies to verify medical coverage and pre-certification/referral requirements.

· Educate patients and families regarding financial responsibilities.

 
The New York Eye and Ear Infirmary of Mount Sinai , New York , NY 
Patient Registrar , Jan 2015 – Oct 2015 
· Maintain medical records, technical library, or correspondence files.

· Perform administrative support tasks, such as proofreading, transcribing handwritten information, or operating calculators or computers to work with pay records, invoices, balance sheets, or other documents.

 
Sogno Toscano , New York , NY 
Office Assistant , Oct 2014 – Jan 2015 
· Operated office equipment such as fax machines, copiers, and phone systems, and use computers for spreadsheet, word processing, database management, and other applications.

· Scheduled and confirmed appointments for clients, customers, or supervisors.

· Prepared invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, or presentation software.

 
Leroy Pharmacy , Bronx, NY 
Pharmacist Assistant , Jun 2011 – Oct 2014 
· Received, store, and inventory pharmaceutical supplies or medications, checked for out-dated medications, and notified pharmacist when inventory levels were low.

· Compounded and dispensed medications as prescribed by doctors and dentists, by calculating, weighing, measuring, and mixing ingredients.

 
New York Eye and Ear Infirmary of Mount Sinai , New York, NY 
Patient Ambassador Intern, Mar 2014 – Jun 2014 
· Collected and reported data on topics such as patient encounters and inter-institutional problems, making recommendations for change when appropriate.

· Daily rounding in Ambulatory Surgical Units and Clinical areas in coordination.

· Assisted in improving, developing or supporting individual or departmental projects that improve relationship-centered care, patient and staff engagement, patient safety and quality of care.

 
Education
Berkeley College, New York , NY 
Bachelor of Business Administration: Management , Jun 2014
· Academic scholarship for Berkeley College

· Dean's Honor List

· Volunteer of Berkeley College Cares program

 
Skills
· Microsoft Office, Meditech and EPIC 

· Bilingual: Fluent in Spanish 
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