Laura A. Mercer     
PSC 450 Box 700
APO AP 96206-0700
Lam-70@hotmail.com
010-5620-9696
Objective
To obtain a full or part time position exploring a new and unique opportunity while living overseas in Seoul for the next 2 years. Furthermore, to contribute to an organization that will enable me to utilize past job and life experience while expanding my knowledge and multi-cultural base.
Summary  

Self motivated, goal oriented individual who is an experienced leader as well as a team player. Excellent interpersonal skills with a strong ability to build and maintain professional relationships. Very quick study of new job responsibilites.
Experience
02/2007 to 10/2008     Apex Healthcare and Rehabilitation                                Suwanee, GA
                                     Medical Office Assistant
· Verified health insurance benefits for 7 medical offices that employed a total of 18 healthcare providers. Initiated payment plans for patients who did not have adequate coverage. Trained to review all Explanation of Benefits and post insurance payments. Examined and reprocessed all unpaid insurance claims. Corrected claims and submitted office notes/medical records while troubleshooting various processing errors by both the insured and the insurer. During the course of my employment I was also trained at front desk operations for all branches and responsible for all past due collections on patient accounts. Raised collections quota by twenty percent. Became proficient with Eclipse medical office software. Assisted with the establishment of 3 satellite locations.
12/2005 to 01/2007     Beau Rivage Golf Resort                     


Wilmington, NC

                                     Pro Shop Attendant
· Managed pro shop operations 5 days per week. In charge of daily functions including arranging tee times and coordinating course activity with starters and rangers. Handled all incoming calls, shop sales, promotions, and inventory control. Additional duties included assisting with sales of golf memberships and vacation packages. Coordinated golf tournaments on a regular basis for various charitable organizations. Obtained a working knowledge of Pro Shop Keeper  computer software system, trained new employees, and balanced account sales daily.   

01/1996 to 12/2005     Buddy’s Crab House and Oyster Bar  

            Wrightsville Beach, NC
                                     Day Manager
· Handled all matters relating to the daily operations of the establishment including food and beverage service, seating, staff work schedules, customer service, ordering supplies, and inventory control. Trained all new employees and managed a staff of anywhere from 10 employees in the off season to 25 in peak season. Balanced account sales and profit margins. Heavily involved with the opening, advertising efforts, and staffing of 2 additional oceanfront locations. Trained all employees on Aloha Systems restaurant software program.  
10/1993 to 08/1995     Liberty Commons Rest Home                   


 Wilmington, NC

                                     Therapeutic Program Director
· Developed and implented programs to stimulate elderly residents afflicted with Alzheimers Disease and other related Dementias. Provided daily activities such as field trips, exercise classes, arts and crafts projects,  and entertainment. Oversaw the Certified Nursing Assistants assigned to this unit to provide hygiene and nutrition for the residents. Counseled family members in dealing with the disease process and provided them with communication skills as well as coping mechanisms. Provided quarterly  evaluations on all residents.
Education

08/1988 to 05/1992
Lynn University  Boca Raton, Florida







Bachelor’s of Arts in Behavioral Science

                                    Approximately 20 credits hrs earned in early childhood development
                                    Graduated with a 3.5 GPA in my field of study

08/1984 to 05/1988     Red Bank Catholic High School  Red Bank, New Jersey
                                     High School Diploma
Licenses and Certifications
01/2007                       Academy of Medical Billing and Coding- Basic Billing/Coding Certification     

08/1994                       National Registry of Emergency Medical Technicians- Basic Certification
Other Info

                                     Hard working, assertive, charismatic, trustworthy, fairminded, dependable.   

.

