
Ann M. Putnam
         26 Meadow Road 
      ● Spencer, Massachusetts 01562
Phone: (508) 885-4023
● E-mail: a.putnam1@verizon.net 
SUMMARY OF QUALIFICATIONS

· Years providing clerical support, including the handling of confidential information
· Excellent telephone, interpersonal and organizational skills
· Provide versatility with my wide breadth of customer service experience
· Highly organized, efficient, and detail-oriented 
· An independent and self-motivated professional with excellent research skills 
· Maintains positive relationships with colleagues’ at all organizational levels
COMPUTER SKILLS

	
	
	

	· Microsoft Word
	· Microsoft Office
	

	· Microsoft Outlook
	· Meditech 
	

	· Microsoft Excel
	· IDX
	


PROFESSIONAL EXPERIENCE

	Umass Memorial 
	Feb  2007 – present

	Sr Account Rep
	


· Team lead, help to assist staff  in resolving issues with accounts that do not process through the system correctly
· Handle State of Massachusetts Commonwealth Plans and GIC

· Initiate, prepare and submit claims to various insurance companies through a clearing house or direct billing for unpaid bills
· Responsible for following up with insurance companies regarding submitted claims

· Knowledge of secondary and third party billing

· Submit appeals that require additional information needed for payment  

· Work on aging accounts receivable report
· Organize and prioritize work to meet strict deadlines
	Fallon Community Health Plan
	Jan 2003- Feb 2007

	claims adjustment specialist 
	


· Responsible for editing claims due to entry errors, retro contract agreements, enrollment reports, payment fund errors and internal audits while meeting criteria following protocols and provider contracts
· Responsible for running and tracking Negative Balance Reports

· Make claim adjustments for providers via customer services requests
	Fallon Community Health Plan
	June 2002- Jan 2003 

	customer service rep 
	


· Answer detail claims and benefit questions for providers and members

· Knowledge of member’s benefits and differences in each plan option 
· Prepare Customer Service request for claims adjustment team to correct claims with information received from phone calls and faxes 
	Saint Vincent Hospital 
	2000-2002

	ACCOUNTS RECEIVABLES 
	


· Responsible for daily inpatient and outpatient hospital billing
· Verification of insurance information

· Reconciliation of account balances

· Working aging accounts receivable report

	Saint Vincent Hospital 
	1993-1995

	CHILDBIRTH EDUCATION ADMINISTRATIVE ASSISTANT FOR DEPARTMENT MANAGER
	


· Responsible for orientation class schedules for new staff instructors

· Submitted payroll for department 
· Inventory control and ordering supplies

· Accepted new registration applications for new parents

· Followed up with new parents regarding their enrollment in certain classes

	Saint Vincent Hospital 

	1981-2000
	Saint Vincent Hospital 

	UNIT SECRETARY 
	nnnnnnn
	  Unit secretary



· Responsible for assisting staff with patient care

· Act as a liaison between patients, their families and medical staff

· Order supplies for the unit 

· Utilized computer system to retrieve patient data 

EDUCATION

	Quinsigamond Community College
	September 1975 –1977

	Liberal Arts/Nursing 
	

	
	

	Grafton Memorial Senior High School
	September 1971 –1975

	Diploma 
	

	
	

	Allied Health Educators
	June 2001

	Curriculum included Comprehensive Medical Terminology 
	

	ICD-9, CPT Coding, Medical Insurance Procedures
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