KEEINTA, GRACE
15807 s. Halldale ave. Apt #1
GARDENA, CALIFORNIA 90247
Home/Cellphone (424) 335-4117
ktzuniverse@gmail.com
    OBJECTIVE
To secure a position that helps me excel, learn and always be able to update my skills to adapt to any job that becomes available to me. Which definitely calls for experience and impeccable guest satisfaction skills that obtains extreme customer loyalty where my abilities can be utilized to their maximum potential. I will demonstrate neatness, efficiency and a strong sense of responsibility by creating a professional, courteous, and a positive working environment.
ADMINISTRATIVE SKILLS:
· Type 40 WPM 
· HMO/PPO
· HIPAA
· Microsoft Word 2008
· Microsoft Excel 2008
· CMS-1500
· Data Entry
· Medical Documentation
· Knowledge of Medical Terminology and Abbreviations
· Medical Law & Ethic
PERSONAL STRENGTHS:
· Fast Learner
· Flexible
· Team Player
· Self-Motivated
· Problem-Solver
· Open-Minded
· Dependable
· Organized
· Leader 
· Respectful
· Friendly
· Punctual 
· Ability to work independently 
· Excellent verbal and written communication skills

                                                   DNATA AIR SERVICES
10/2018-3/2020                                       Cabin Cleaner                             Torrance, CA
· To do a detailed cleaning of each Aircraft  Flight in a timely manner.
· Use portable backpack to vacuum each row including 1st class & cockpit area
· Dispose of any old laundry from pillows to blanks & replace with new ones and
Set them up according to that flights standards.	


                                              NYX Professional Cosmetics
10/2016-12/2017                               Scanner Technician                        Torrance, CA
· Receive Ticket orders to complete and process, using the rf scanner 
 to find the location then pull the order until completed.
· Take detailed inventory of all products weekly also place in rightful packages
or casing.
· Using the 5 s method we keep all cosmetics in boxes or packaged secuely and areas swept wiped off at all time throughout the work period.
                                                        
 1/2016-9/2016    	COMPUTER CONSULTING CORPORATION        EL Segundo, CA
				       JUNIOR COMPUTER TECHNICIAN

· Configure  Software
· Configure desktops/Laptops
· Compaq/Hewlett Packard Efficient
· Complete set up & installations on brand new or damaged motherboards from computers.
· Install Memory/Digital Video Interfaces/Removable hard drives
· Create daily report for computer moves/Hardware additions/Installations


                                           

                                           Syncreon Supply Chain Synergy                                           
6/2015-11/2015                                        Material Handler                              Torrance, CA
· Managing of all personalized stock Dell computers, laptops, accessories & monitors
· Ensuring accuracy of freight is correct incoming or outgoing
· Rapid processing of pallets for same day priority shipments/personal orders via Ups, Fedex Express/Ground
· Experienced in various windows computer software used for system operations
· Relocate freight from receiving to staging area with a RF Scanner
· Knowledge of RF Scanner & Palletizing  
· Breakdown pallets, separate inventory, scan each item also add printed labels/ packing slips optional depending on priority.
· Trouble shooting problems regarding shipping, receiving & stock operations
· Create Bills of Lading
KINGS HAWIIANS
1/2015-4/2015                                       Production Specialist                          Gardena, CA
· Detailed quality control on product, documentation on if it’s under or over cooked to possibly be disposed of also height and weight
· Digital inventory on boxed product & placed in proper warehouse storage area 
· Pallet jack , Tape Machine Operator
· Paced product, stack and wrap pallets

                                                INTERNET NETWORK MARKETER
1/2010-Present                                             SELF EMPLOYED
· Serve as distributors of goods and services for multiple fortune 500 companies
· Use Advertising Strategies, Tactics & Traffic to increase revenue and to bring possible
customers to that opportunity or company website.
EXPERIENCE & EXTERNSHIP
11/2014-12/2014                   Stockwell, Harris, Woolverton, & Muehl      Los Angeles, CA
Legal Scanner
· Scan clients projects on to DVD, DVR and PDF file for Importing if requested 
· Skilled in using the Pro Law application for Importing Documents
· Corresponded with various lawyer’s regarding issues with documentation

04/2014-10/2014	            Medical Billing & Coding Instructor   
					Gendarme Institute        	           Pico Rivera, CA

· Develops course outline, assignments and exams
· Presents knowledge and information to students via lectures 
· Provides a positive classroom environment
· Evaluates and provides feedback to increase students understanding of course topic

                    
02/2014-03/2014	    		Super Care-DME		         City of Industry, CA	     	
· Review Explanation of Benefits
· Checking eligibility
· Follow up on Prescriptions
· Mailing
· Claims Follow Up
· Posting Payments
· Filing/Sorting
· Submitting/Resubmit Claims
· Delivery Tickets
· Adjustments
· Contacting Physicians office
· Process authorization requests (electronically & hard copy)
· Retrieved authorization requests through fax and phone
· Document Follow Up
· Print Customer Service
· Collect Overdue Payments
· Multi-Phone Lines
· Research Medical Codes
· Scanning/Faxing

01/2009-11/2012			NCO FINANCIAL 			Torrance, CA
				   MEDICAL BILL COLLECTOR
· Customer Service
· Collect Overdue Payments
· Multi-Phone Lines
· Research Medical Codes

EDUCATION & CREDENTIALS
09/2014                 Medi-cal Provider Trainning  (Basic Billing/ICD-10)           Alhambra, CA
                                                     Certificate of Achievement
03/2014			Gendarme Institute				Pico Rivera, CA
Microsoft Word		Computerized Medical Billing		Microsoft Excel
CSI SECURITY-SOUTH	   	Professional Security Officer			Los Angeles, CA
CLASS of 1999		  	VERBUM DEI High School			Los Angeles, CA
 REFERENCES:		          	Available upon request





