(NAME HERE)
(Country) • (Phone Number)
example@email.com
SUMMARY

Detail-oriented and reliable Data Entry Clerk with (numerical value) years of experience accurately recording, tracking, and analyzing mass data to achieve target goals.
EDUCATION

(Institution Name)
Aug 'xx - May 'xx
Bachelor of Science in Applied Mathematics
EXPERIENCE

(Company Name), Senior Data Entry Clerk
Jul 'xx - Current
· Lead a team of 5 data entry clerks, documenting team performance, metrics, and error-rate to analyze trends, present approaches for improved efficiencies, and attain goals
· Standardized process of investigating claim discrepancies and rejections, minimizing weekly labor-hours by 30% and expediting resolution of outstanding claims
· Confirm claim submissions adhere to insurance carrier requirements, including current codes and proper documentation to support procedures
(Company Name), Insurance Claims Data Entry Clerk
Aug 'xx - Jul 'xx
· Collected, organized, and interpreted paper and electronic explanation of benefits, accurately posting insurance payments ($30,000+ daily) to appropriate patient ledgers
· Uncovered fee discrepancies on submitted claims and adjusted patient accounts accordingly
· Consistently achieved 95% accuracy as confirmed by regularly-balanced batch reports
· Recognized patterns and communicated departmental inconsistencies, reducing team error rate
(Company Name), Laboratory Data Entry Clerk
Jan 'xx - Aug 'xx
· Retrieved laboratory analysis results from management system to verify patient information corresponded with laboratory results
· Demonstrated proficiency reviewing and entering test requisition form data (400+ daily), identifying inadvertently omitted test codes and notifying appropriate department for resolution
SKILLS

· 70 WPM/11,000 KPH
· CDT Expertise
· Insurance Collections
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