
Thelma Lysak
Phoenix ( Arizona 85043
thawkin@asu.edu ( cell 602-881-1991

 

My Experience as an Administrative assistant, Adjuster, and Supervisor for large insurance companies has expanded my knowledge in the healthcare industry. I am a dedicated professional with clinical and technical knowledge complemented by excellent management, administrative skills. I also have exceptional communication and interpersonal skills, maintaining outstanding rapport with patients, employees, peers and business contacts. I am very dependable & detail-oriented. Goal oriented leader directing highly skilled teams to support achievement of overall corporate goals and objectives. Core competencies include: 
	· Statistics
· Research Methods
· HIPAA Compliance
	· Leadership training
· Budgeting

· Cost Reductions
	· Conflict courses
· Regulatory Compliance

· Efficiency Improvements



Career Experience

PHOENIX HEART HOSPITAL, Glendale, Arizona 
2007-2008

Accounts Receivable Representative 
Recorded patient payments, credit histories, updated default billing information. Tracked customer totals by aging categories, outstanding amounts, billed amount, payment and more. Track last aging date, average days to pay and average outstanding balance to monitor customer’s payment history. 
SCHALLER ANDERSON HEALTHCARE INSURANCE, Phoenix, Arizona
2004 – 2007
Executive Administrative Assistant - Concurrent Review 
Directed daily management functions in the department, including work flow for employees. Oversee general clinical functions, including weekly general meetings for staff and management. Administer all clinical reports as needed, evaluating and integrating new applicants. Develop highly skilled leadership and management training to achieve established objectives. Interact with other clinical and management staff concerning department progress and other reports. 
· Created Medicare guideline audit spreadsheet for each audit requested.
· Strategically restructured the denial letters for reporting processes in accordance with organizational changes and state requirements.

· Served as key leader in effectively managing different departments as needed.

· Awarded as employee of the month for December in recognition of outstanding performance.

COMMUNITY MEDICAL SERVICES, Phoenix, Arizona

2004 – 2004
Methadone Clinic Billing Manager
Prepared financial billing reports, developed budgets, and performed variance analysis in accordance with business plan. Compiled periodic financial reporting packages for senior management. Carried out internal audits to ensure regulatory compliance and operational efficiency/accuracy as required by federal policy. Built and led teams in carrying out special projects throughout different clinics.

· Assisted with medical billing cleanup and recover of lost dollars. 

· Lead the medical billing project of lost revenue that needed to be recovered. 

ADVANCED REIMBURSEMENT MGMT, Phoenix, Arizona
2002 – 2004 

Auditor Assistant 
Closed, prepared, and assisted on monthly financial statements and audit reports for hospital based clients. Performed monthly account reconciliations and monitored general ledger transactions as needed. Worked in collaboration with clinical auditors to ensure accuracy and integrity of financial information in support of overall business objectives for our clients.

Key Achievements:

· Saved more than $1 million in annual expenses through identification of inaccurate and unnecessary medical insurance billing expenses.

· Increased productivity levels for hospital by providing key contributions toward automation of account reconciliation processes.
ASSOCIATED BILLING SRVCS, Phoenix, Arizona
1999 – 2002 

Insurance Refunds Clerk
Carried out daily payment posting general ledger functions, including account analysis and reconciliation, journal entries, and AR/AP. Oversee payment posters and their daily duties. Trained employees on how to post payments efficiently and accurately. 
Key Achievement:

· Consistently met deadlines while demonstrating strong analytical and problem-solving skills to achieve corporate objectives throughout the company.


                                                     Education
Bachelor of Science, Criminal Justice & Criminology   BS (2007)               
Arizona State University – Tempe, Arizona
Associates in General Studies   AA   (2005)            
PHOENIX COLLEGE – Phoenix, Arizona
Certified Nursing Assistant (1997)                       
Northern Marianas College – Saipan CNMI
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