


.*Education





Indiana School of Phlebotomy


NHA Certified Clinical Medical Assistant		            





Indiana School of Phlebotomy			


Certificate of Phlebotomy				





Kaplan College


NHA Certified Medical Administrative Assistant                                                              








*Experience 





Anthem/Elevance Health 		Indianapolis, IN 03/24-Current


Claims Rep II (Health & Dental) 


Coding and processing medical and dental claims for reimbursement for providers in Central and West Regions in the U.S.





Staff America		 Indianapolis, IN   


Certified Clinical MA


IU Health Primary Care, Pediatrics, Internal Medicine, Family Medicine


Working alongside physicians, nurses, and other medical staff performing administrative and clinical duties. Administrative duties such as referrals, prior authorizations, schedule appointments. Clinical duties such as measure vital signs, perform routine lab screening tests, vision and hearing screening, prepare treatment rooms for patient exams, assist physician and physician assistant in exam rooms, blood draws, administer injections, immunizations, removes sutures, change dressings, record patient medical history. Perform other related duties as assigned or requested. 








Mdwise Excel Network, 	Indianapolis, IN	


Intake Specialist


Medical Management Region Lead 


Performing the intake of information regarding authorization of services for members of all product lines. Intake and processing of authorizations for outpatient medical services and inpatient facility admissions. Assisting Members and Providers with questions and concerns regarding member care needs. Other duties as assigned or when necessary to maintain efficient operations of the department and the company as a whole.














Bio Reference Laboratories, 	Indianapolis, IN	03/21-06/21


Bankerslife Fieldhouse


Medical Assistant/Tester		


Performed PCR and rapid Covid testing on the Indiana Pacers and the Indiana Fever professional basketball team members and staff


Traveled out of state with the team members and staff


Set up testing site locations inside stadiums to perform tests before and after games and practices


Attended home and away games


Labeled and packaged specimen for courier pick-up and delivery


Utilized proper PPE





IU Urgent Care,  			Avon, IN	11/2019-03/21


Certified Medical Assistant


In a very fast-paced environment duties included but not limited to:


Open/Close Office


Rooming patients, Taking,vitals, medical histories 


Explaining procedures to patients


Preparing patients for examination, 


Instrument Sterilization/Autoclave


Assisting physician in exam rooms


Collecting and preparing laboratory specimens


Providing after-care instructions


Blood draws, drug tests, injections, EKGs, Casting, 


Removing sutures, applying and changing dressings





Administrative Duties Included but not limited to:


CSR, Front office


Patient Check In/Check Out, 


Answering phones, Insurance Verification and Eligibility


Obtaining and entering patient demographics


Follow-up calls


Co-pays, Payment Posting


End of day receipt report 





Avon Pediatrics, Avon, IN			


Medical Front Office Patient Rep. 


Open office, close office, patient check in/out, medical office skills, answering phones, appointment scheduling, insurance verification, EMR, eligibility and benefits,  referrals, co-pays, collections, payment posting, demographics, faxing, scanning, end of day receipts report. Medicaid, Private/Commercial Insurance





 











LabCorp, Indianapolis, In 				


Venipuncture, Room Patients, Blood Draws, Specimen Processing


Centrifuge, Specimen prep, Lab


                                                                                                                                            





IU North Hospital, Carmel IN  			10/2016


Financial Navigation/Registration Specialist						


Billing/Coding, Charge Entry, Check-in, Check-out, Registration for, Labor & Delivery Unit and Emergency Dept. Admission, Discharge, Transfers, Security access, Demographics, co-pays, collections, Appointments, Scheduling, Authorizations, Pre-Certifications, Insurance verification, Medicaid Eligibility, Claims submission, Payment Posting, Accounts Follow-up, Medical Records, Creating armbands for new moms and babies








*Skills





NHA Certified


BLS/CPR


Phlebotomy				


Optum			             


Medcin			


Medisoft                                                	


ICD, CPT, HCPCS                                   


Microsoft Office Suites                                                                            


Medical Terminology	             	       	


Cerner					  				  


ECW


iSalus


Epic                                                            


Medic


DocuTap						


40+Wpm


Malita Duckworth


(317) 457-8076


malita1072@gmail.com























