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Skills Checklist

CLERICAL SELF-ASSESSMENT SKILLS CHECKLIST

Level of Proficiency:
1. Can function independently

2. Experienced but may need review
By accurately filling out this checklist, you will help us match your skills and interests with available assignments. 3. Limited experience
Please place an "X" in the column that best describes your experience level with each skill. 4. No experience
Workers Comp,........................... aQan
Accounts Payable, .. .................... aoaa Managed Care BiIIinﬁ a0 Medical Clinic_.......................... aaoaa
Accounts Receivable,.................... aaoaan J Dental Clinic............................. aoaa
Assistant Bookkeeper. ... QoanQ ICD-9. .. ... o Chiropractic Clinic..................... ooan
Automated Payroll, ... QoanQ CPT. ... by General Office. ... ooan
BIlING. ... SIS Soeciaitics RPN Home Office........................... aaon
Certified Public Accountant ... _....... Qooo  Geralnos O Hospital aaon
Credit/Collections. ... _................ .. aoan Mental Health. ....................... e Insurance Compan Qoo0
Doposit oo Oopedos. EEEE
Financial Statements, ... oQoaoQ Pediatrics.......................cco. .aaon DISC.. ... aoaon
Full Charge Bookkeeper. ... oQoaoQ Radiology.....................coeeie. .aaon PACE ... o aoaon
General Ledger. ... aoan SUFGRIY. ...t aaan VERSYS ... ... d g
lnventory. . aooQ Adjustment Requests, . ................. [
Manual Payroll, Oooo Cash Application . . ..................... aaan EXCel. .. aaan
Pegboard. ... oooga Charge Entry. .. ... ... ... ... ... aaaa Lotus.............. SIS Qa0
Posting......................coeell aaoan Coordination of Benefits.................. 2020
Profit/Loss, . oooga Credentialing.......................... aoaa Word. ... e aQan
Quarterly Reports, ... . aooQ Credit/Collections, . ................... agaQg PFS-Prof. Write ......................... aoaa
Reconciliation, ......................... aaan Customer Service. ....................... aaan __ee...'m
SIAtStoS. ... e T s S AT S
Teller ..o oooo Prelems. Q200 dmine a000
Trial Balance, D ooo Receipt Entry ....................... D aoQ outiook D I
Referrals ... i o R
Chart Analysis. ... ... ... aoono Utilization Review, ... .................... aoan ACT
File Clerk ... oaoano Billing...........coovviiiiieiee aaan BMAS/400
Information Release, ................... aooo HCFA1500,.............ccooeeei, S IBM PC/Corﬁ.p'ait'ii)'Ié """""""""""
Medical Records ... .. aooo UBB28&92 . aag Meintosh
. . . | Desktop Publishing 1 2 3 4 [EUCCINISrRrrarroersopess .
Reception, Medical Office ... . aooo Desktop Publishin 12 3 4 IBM & Computer Software
Reception General Office, .............. oooo  Pagemaker ... bl Disk Operating System
Receive Calls, ....................... oooo  glak Sl DOS.
Swichboard Gperator, ... 2000 Local rea etk
Scheduling, Manual oooo Administrative.......................... N e Microsoft Windows
y;Manual .. ................. icrosoft Windows
Scheduling, Computerized............... Dooo  COMSPONENCE..... S ndows NT T
EMR Systems, ... ... QaQooag Executive.............................. S N R
(Electronic Medical Records) Legal ... 4000 e oooo
Medical .. 00D e Tono
Commercial Billing........................ Qa0 Minutes. ... Qaaa
Government Billing. ...................... aaan Shorthand/Speedwriting, ................ aoaQ Adobe lllustrator Qooo
CHAMPUS, ... ........................ aaan Transcription/Dictation. . ............... gy Gemdraw aooaQ
CHAMPUSVA . . . .. aoaoa Persuasion. ‘5000
Med. Assist ... Qaooog Alpha, ... aaaono Power Point ‘oooo
Medicare A ... aoano Keypunch/hr,.......................... aaan
Medicare B_............................ Laooo Numeric, QDD wicrosoft Works, ... Qooo
Railroad Med. .......................... aoaoaao ReverseKeypad ... N Y QQQao
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