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Summary

Organized HR Generalist effective at record maintenance and doing payroll/billing as well as assuring compliance with employment regulations at all times.

Highlights

	· Very dependable

· Always on time

· Fast Learner

· Very experienced in the billing/payroll department
	· Great phone skills

· Very good at multi tasking

· Always willing to work

· Very organized

· QuickBooks proficiency


Experience

Medical Assistant Manager
July 2006toMay 2013Dr. Jawahar Tummala M.D.－Flint,Michigan

Ran the bi-weekly payroll process. Did weekly insurance and patient billing. Answered phones. Made sure that the front office ran smoothly and efficiently. Very knowledgeable at using micro-soft word and excel. Always on time. Attending monthly seminars that pertained to billing and payroll.

Education

Associate of ScienceMedical Assistant/billing,2006Mott Community College－Flint,Michigan,United Stated

Was tough mainly how to run the front office of a medical building as well as the clinical part. My main focus was on running the front office of a facility. My main focus was doing the billing, coding, and payroll.

