Heather Weis

	281 Reserve drive • tavares, FL 32778

	PhonE (321) 363-6156 • E-mail hweis77@gmail.com

	Objective

	
	To obtain a challenging position that will utilize my organizational, people and problem 

solving skills

	Strengths

	
	· Excellent problem-solving, communication and decision-making skills.

· Proven ability to prioritize and complete multiple tasks; works well under deadlines

· Detail oriented and accurate

· Software Experience: Very familiar with Mediadent, SoftDent, Microsoft Office (including Word, Outlook, Excel, PowerPoint and Access), Windows, customized order entry system.



	EDUCATION

	      Associate of Science in Office Management, Seminole Community College, 2001

       Sanford, FL

      High School Diploma, Oviedo High School, 1995, Oviedo, FL
Work experience

	
	Parker Dentistry Facial Rejuvenation and Wellness     2007-Present     Hollywood, FL
Hygiene Scheduling Coordinator
· Greet incoming patients in a friendly welcoming manner

· Update patients address and insurance changes in the computer

· Call insurance companies to verify patients dental insurance / confirmation of benefits

· Enter new patients into the computer

· Create new patient charts

· Send new patients packets and welcome letters

· Confirm hygiene appointments two days in advance

·  Appoint patients for hygienists and keep all appointments filled with cancellations below 10%

· Send reminder postcards on a monthly basis 
· Prepare, post and update daily hygiene schedule

· Pull and file hygiene charts

· Send overdue recall letters

· Run overdue recall list twice a month

· Help answer high volume of incoming phone calls
Walters & Ferguson, D.M.D., P.A.    2003-2007      Winter Park, FL
Financial/Insurance Coordinator

· Greet incoming patients in a friendly welcoming manner 

· Enter all new patients into the computer

· Check in patients and confirm that all their personal information is still the same

· Call insurance companies to verify patients dental insurance/confirmation of benefits

· Present treatment plans and payment options

· Check out patients and collect their payments before taking them to the scheduling coordinators desk to proceed with scheduling their next appointments

· Balance out end of day transactions (including bank deposit)

· Post insurance checks and patient payments that are received by mail 

· Call patients two days in advance to remind them of their appointments

· File insurance claims by mail and electronically

· Pull patients charts and review them two days before their scheduled appointment

· File patients charts

· Help scheduling coordinator with scheduling and rescheduling appointments

· Call insurance companies to check on claims that haven’t been paid

· Answer billing/insurance questions patients might have

· Send out patient thank you referrals and welcome letters on a monthly basis 

· Help answer high volume of incoming phone calls

Original Verticals First, Inc./ Custom Concepts, LLC    1994-2003      Oviedo, FL

Customer Service Representative/Data Entry Clerk

· Mastered a detailed knowledge of all products sold by Original Verticals First

· Worked directly with customers to ensure completeness and accuracy of their orders

· Resolved customer inquiries by referencing computer records and reconciling differences

· Determined that requirements were met without delays; reviewed, investigated and resolved related problems

· Entered over 75% of all orders, printed work tickets/invoices and maintained all cost charts and discount charts using a customized computer system.

· Assisted in developing requirements for the customized computer customer tracking system including information flow, calculation of product prices and invoicing.

· Worked with the computer consultant to resolve problems and enhance the system with utilities such as: auto copy of discount templates, build labels and production reports  

Original Verticals was sold in 2001 and became Custom Concepts. Duties include all of those listed above with the addition of:

	
	· Trained new staff to use the computer system.  

· Developed work flow from work tickets, build labels, invoicing and billing

· Worked with the computer consultant to design new enhancements wanted by the new owners



	
	Publix Supermarket    1993-1994      Oviedo, FL

Cashier

· Utilized check-out register

· Managed monetary transactions

· Customer service










