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MELISSA HIGBIE

	Objective
	I am highly skilled in the medical field with excellence in Medical Coding and Billing with 5 years experience. I also have experience as an Office Manager of a Primary Care Physician for 5 years I have experience setting up for an EMR system and can train others on its use. I have also worked on and maintained an Electronic Medical Records system for over 5 years as well. 



	Experience
	Office Manager/ Medical Coding and Billing

April 2006- Present         Sunita Godiwala, MD

                                           11-15 Mayo Drive

                                           Holden, MA 01520

                                            508-829-5599

■ Managerial duties including office meetings, staff hiring

■ Deposits, answering the phone, making appointments within the office and outside the office, referrals, prior authorizations for tests and medications, resolving issues or concerns within the office and

     with the patients.

■ Creating a steady workflow and stress less environments 

■ Excellent organizational skills, experienced in ICD-9 and CPT Coding.

 ■ Coding and Billing, including third party billing rejections, posting payments, and statements to patients.                                            

■ Credentialing and recredentialing.



	
	Medical Coding and Billing

September 2003 to April 2006

                                               Digestive and Liver Diseases Group  

                                               10 Winthrop Street  

                                               Worcester, MA 01604,

                                               508-755-7794

■ Heavy phone lines, data entry, setting up and canceling appointments

■ Insurance eligibility and referrals

■ Writing letters, preparing patients charts for the week

■ Billing and coding

■ Setting up appointments with surgeons calling in medications

■ Registering and checking information with patients, filing, deadlines

■ Traveling to different office sites, taking care of patients needs and general office work.                               

Customer Service

	
	June 2002 to August 2003      Dunkin Donuts

                                                107 Ward Street

                                                 Worcester, MA  

                                                 508-752-3350

 ■ Cashier, customer service, baker, serving coffee, stocking 

     shelves, and cleaning

Office Assistant

June 2001 to April 2002          Dr. Dennis Arinella  

                                                591 Lincoln Street

                                                Worcester, MA

                                                508-853-2020

■ Setting up and canceling appointments

■ Registering and checking information with patients

■ Opening and closing the office

■ Setting up appointments with a specialist

■ Calling in medications 

■ Billing, heavy phone lines, filing, taking care of patients needs

■ General office work

Data Entry

August 2000 to March 2001   Forsythe Appraisals

                                               482 Southbridge Street 

                                               Auburn, MA  

                                               508-393-0217

■ Data Entry, making appointments

■ Organize the appraisers daily work schedule 

■ Paperwork, deadlines, faxing, email, and general office work

	
	

	Education
	1989 to 1993   Graduated from Holy Name Central Catholic        

                             High School, Worcester MA

1999 to January 2000   Graduated from The Salter Business  

                                               School, Worcester, MA

                                           Secretarial Office Specialist Certificate

· Business Communications

· Business Administration

· Business Math/Accounting

· Business Law

· Legal Office Procedures

· Keyboarding

· Word Processing

Computer Skills           

· Microsoft Word

· Microsoft Excel

· Microsoft Outlook

· Microsoft Office

· Windows 95 and 98

· Spreadsheets

 Jan 2005 to May 2005   Assumption College   Worcester,     

                                                MA   

                                           Medical Coding and Billing 

                                           Certificate                      




