Aracely Lopez
7816 Vernon Ave Lubbock, TX 79423
(806) 466-4721
lopez.3aracely@gmail.com

Objective:
Obtain a challenging leadership position applying creative problem solving and lean management skills with a growing Office and to achieve optimum utilization of its resources and maximum Patient Care. 

Skills: 
· Active listeningCommunication
· Computer skills ex: Microsoft Suites, Excel, Word, EMR, PowerPoint
· Customer service, Patient Care				
· Interpersonal skills
· Leadership
· Management skills
· Problem-solving
· Time management
· Quickbooks
· Proficient in Spelling and grammar in both English/Spanish
· Clinical skills ex: Phlebotomy, EKG’s, Stress test, Scribe, Vitals HIPAA compliant
· Billing and Coding, Obtain Prior authorization 

Work Experience
Dent Kings Body Shop January 2019-April 2020
Office Manager
·  I opened up office 30 minutes before opening time
·  As a manager I would greet customers when they would come into shop with insurance car claims. I called Insurance adjuster and scheduled a car viewing
·  I made sure payment was received from adjuster before working on vehicle
·  I cashed checks and payed bills at office
·  I performed inventory
·  Worked on QuickBooks
·  Helped the shop owner with advertising
·  Kept Shop neat and Clean
 
Logistics Health Incorporated September 2017 -April 2018
Medical Assistant
·  Greeted VA patients
·  Made copies of DL/ID and Military card
·  Prepared Exam room for NP
·  Assisted NP with any clinical needed
·  Performed EKG's
·  Performed PFT's
·  Performed Phlebotomy
·  Sterilized
·  Scheduled patient with any outside appointments 
·  Faxed, emailed reports to LHI Corporate

Grace Medical Center January 2016-April 2016
Biller and Collector
·  Collected Patient Payments
·  Worked on Collection accounts             
·  Entered Insurance payments
·  Worked Insurance rejected claims
·  Verified Benefits
·  Sent out payment receipts

Hill & Ioppolo Oral facial surgeons of LBK January 2015-February 2016
Medical/Dental Assistant
·  Performed X-rays
·  Performed vitals
·  Screened New Patients
·  Went over any after surgery Problems with established patients 
·  Sterilized surgery instruments
·  Prepared surgery tray
·  Started IV
·  Sedated patients
·  Assisted in Oral Surgery 
·  Filled out prescriptions

69TH ST. Chiropractic February 2015 -December 2015
Office Manager
·  Scheduled Patients
·  Verified Insurance
·  Obtained pre-authorizations
·  Performed Billing/Coding
·  Worked on New and rejected claims
·  Made daily Deposits
·  Worked with QuickBooks by entering Incoming/outgoing payments • Kept up with employees hours
·  Worked on patients financials
·  Kept up with Inventory, ordered supplies
·  Helped with Marketing

A1 Medical Imaging March 2013 - February 2015
Receptionist
·  Checked benefits
·  Obtained Prior Authorizations
·  Collected Payments
·  Billed out Insurance
·  Scheduled patients
·  Faxed, scanned patient MRI reports
·  Started Patients on MRI contrast when needed 
·  Worked on Medical Records
·  Worked with LOP, PIP claims/payments
·  Answered Corporate emails

C.M. Davis O.D PLLC October 2010-November 2011
Medical Assistant
·  Scheduled Patients
·  Collected Payments
·  Performed Pre-test
·  Performed Glaucoma/Cataract test • Obtained Retinal Photos
·  Trained new contact wear patients 
·  Referred patients
·  Used Lensometer /Optos machine 
·  Balanced EOD Ledgers

Vision-Mart Express August 2008-September 2009
Ophthalmic Technician
·  Adjusted patient frames
·  Used Lensometer to obtain glasses prescription 
·  Verified Insurance
·  Assisted patients in frames purchase
·  Cashed out patients
·  Placed orders for lenses not in stock
·  Helped in file room when slow

Education
Kaplan College.            Diploma.                   2010


