Kelly Elliott
23935 Outer Drive Apt H 2 
Melvindale, Michigan 48122
313-600-7128

Objective 

Seeking a career with a progressive organization where I can fully utilize my 30+ years of outstanding customer service abilities and knowledge.

Education

Taylor Center High
Taylor, MI- Graduated					June 1986

Taylor Career Center
Taylor, MI –Graduated					June 1987


Employment History

Detroit Medical Center
Sports Medicine/Orthopedics				June 2021 to Present
Dearborn Heights, Mi
	Certified Medical Assistant/Medical Receptionist
Greet patients, registration, schedule appointments, answering phone calls, collecting of Copays/money owed, reconcile money, deposit of funds, rooming patients, vital signs, triaging. 
	

St Joes Mercy/IHA/Urology/Rheum 			March 2019 to June 2021
Chelsea, Ann Arbor, Ypsilanti, Mi
	Certified Medical Assistant/ Medical Receptionist
Greet Patients, scheduling appointments, Collecting of Copays, prior authorizations, rooming patients, injections, triaging calls, ordering prescriptions in EMR, ordering and performing testing in EMR including urine dipsticks.

ProMedica Sports Medicine/Family Care 		November 2017 to March 2019
Adrian, Mi 
	Certified Medical Assistant
	Greeting Patients, Check in/Check out, Answering calls, scheduling future 
	appointments, Scheduling appointments for Mri,  Ct scans, and obtaining 
	authorizations. Work with providers rooming patients, triaging calls, 
requesting prescriptions in EMR, ordering and performing in office testing in EMR including Ekg’s, Hemoglobin A1C, Mono testing and Strept testing, 
  
ProMedica Internal Medicine Associates		September 2015-November 2017
Adrian, Mi  
	Receptionist/Certified Medical Assistant
Greeting Patients, Check in/Check out, Answering calls, scheduling future appointments, schedule appointments for testing such as mri, ct scans, ultrasounds.  Work with providers rooming patients, triaging calls, sending prescriptions, injections, Ekg’s,  blood testing such as Pt/Inr, Hemoglobin A1C.
DMC Sports Medicine/Urology
Dearborn, MI						February 2014- September 2015 Medical Office Assistant/Receptionist
Registration-Greet patients as they arrive , process charts, scheduling patient appointments including upcoming, radiology and surgical. Responsible for cash collections and posting, Charge entry, Claim Creation, Experience with insurance denials, verify insurance coverage and obtain explanation of benefits, Board surgeries, obtain authorization for all necessary surgeries/testing.  
Prepare patients for Injections, Vital Signs, removal of casts, Cystoscopy, 
	Use of bladder scanner, Schedule appointments. Training of new employees. 

DMC Specialty Center
Dearborn Heights, MI				November 2009-January 2014
Lead Medical Office Assistant/Receptionist

Assist Urology, OB/GYN, ENT, Gastroenterology, Bariatric, Sports Medicine, General Surgery, Cardiology, Physical Rehabilitation, and Podiatry. Assist with Cystoscopy and Vasectomies, Setting up for procedures and prepping patients.
 Prepare exam rooms for gynecological exam and procedures such as Endometrial Biopsy, and Colposcopy. Assist with ob care such as non stress test, ultrasound, and lab testing. I  Schedule appointments, and routine maintenance of the building., Ordering of supplies, medications and  linen.						

Certificates and Licenses

Medical Office Assistant	June 1987
Certified Medical Assistant	9-10-2015
	
Skills and Abilities
	
Proficient with programs such as Epic, Allscripts, Athena, Capstone, clinix, Cis, EMR, Dr. First, MICR, Express Scripts, MAPS, Simplicity, Schappbook.  Software experience in Microsoft/Excel, work daily with Medical Terminology. 				



	







	
 

