Skills Checklist

CLERICAL SKILLS CHECKLIST

By accurately filling out this checklist, you will help us match your skills and interests with available assignments.
Please place an "X" in the column that best describes your experience level with each skill.
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Healthcare Staffing

Level of Proficiency:

1. Can function independently

2. Experienced but may need review
3. Limited experience

4. No experience
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Accounting

Accounts Payable ...........ccoeeeeeeeeeeeeennn. ]
Accounts Receivable .............cccucveeucenn... a
Assistant BOOKKEEPET ............ccevevrvreeeeenan. ]
Automated payroll ..........cccceeeeveeeeuennnnn. ]
Billing ....
Certified Public Accountant........................ a
Credit/Collections .........ccocveeeeeeeeeiieeeiene
DEPOSIES ..veeecereieeeiree e
Financial Statements............cccccoeeiiiees
Full Charge Bookkeeper.
General Ledger ......coveeeeevieeeeiieeeceieeeenns
INVENTONY oo
Manual Payroll .........ceeeeveeeieieieeesiieeeeies
Peghoard ..........ooooeiiiiiiii
POSHING ...
PrOfit/LOSS ..veeeveeeeeeiieeeiee e
Quarterly Reports .......ceeevveereeeieeeieeniene
Reconciliation ...........cceeveeieenieiiieeees

SAtiStCS. ..o
TEHEE e
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Trial Balance.........cooveevveeiieenieeeieeeecee,

Front Office 1

N

Chart AnalySis........cccveeeririeeeeiieeeceieeeenns
File ClErK .ooveeeeeieiiieeee e
Information Release ...

Medical Records.........c.oouvuuueeereenniinees

Reception, Medical OffiCe..............coeunn..... 4
Reception General Office........cceeeviueeeeennnes ]
ReCEIVE CallS........c..cvveeeceereeeceeeereceeeenannes a
Switchboard Operator .............cccceeueueenene ]
Scheduling, Manual...........c.cccceevevennnn. 4
Scheduling, Computerized...........cceeveeennee ]
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Billing

Commercial Billing...........coeeueuevereeeeennne ]
Government Billing ..........coeveeeeeeeueeeeennne ]
CHAMPUS. .........
CHAMPUS VAo
Med. ASSISE ..o
MediCare A........oeiueereeeeeieeee e
Medicare B.......cooouieeeiieiiiieee s
Railroad Med. ...
Workers Comp ......veeeeeeeeeeeiieeeesiee e e
Managed Care Billing ..........cccovevvereemennne. ]
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Coding 1

ICD-9.
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GEMIAMTICS «.vveececeeeceeveteeeeeee e seeeeenanas aaaaq
Mental Health .............cccoeveeveurereeenennes aaaaq
OrthOPEAICS......vvcveeecvereeeeereveeeeeeeeeieeeeens aaaaQ
PEAIALTICS. ....vvcecececeeveveeeeeae et aaaaa
RAGIOIOGY .- veeeeeeereeereeeeesieeee e aaaaa
SUGBTY oo enseeeens aaaa
Adjustment ReqUESTS .........ccccervreeuennnne aaaa
Cash Application ............cceeveeeeeueuereeennns aaaaQ
Charge ENtry .......c.oeveeureeecenieceeeieeieeeenes aaaa
Coordination of Benefits..............ccceveveee.. aaaaq
Credentialing ..........oceveeeeeeerireeeeireeeeenes aaaaq
Credit/Collections ........c.ccveveveeeeeuererenennnns aaaaq
Customer Service..... Laaaa
EOB'S vovoeeceeeeeceeeeeeeee e sereeeeeneeaneas Qaaa
Pre CEMS ..veeeceeeeeceeveeeeeeeaeteeeeeeeeeeenenens aaaaq
RECEIPT ENMIY ..o aaaaQ
REFEITAIS.....eeececeeeceeveveeeeeae e eeeeeeeaas aaaaq
Utilization Review . Laaaa
BlliNG wvovveceeeeeceeeeeeeee e aaaaq
HCFA 1500 eeeeeeeeee e aaaaQ
UBB2&92 .. aaaaQ
PAgEMAKET .......c.veeereereceeeieaeeeeeeeeeeenes aaaaq
QUAIK. ..ot aaaaq
Administrative LA aaaa
Correspondence... L aaa
EXBCULVE «.vveeecvceeeeeeveteeeeeee e eeennns aaaaa
L8QAL ..ottt aaaaf
MELICEL .o aaaaqa
VINUEES «.eeeeecvceeeeeeveeeeee e aaaaa
Shorthand/Speedwriting ...............ccoveeven.. aaaaa
Transcription/Dictation..............cccccevevnenne. aaaan
AIPNA e aaa
KEYPUNCH/AT <.t g aaq
NUMEIC cvveeeceeeeeeeereteeeeeeeeeeeeeeeseeeennas g aaq
Reverse Keypad ... aaaq
MediCal ClINIC ... aaaan
Dental Clinic.... aaaaqa
Chiropractic ClNiC .........cceveeveveeererrieeuennes aaaan
General OffiCe......ueveveverereeerereereeeeeseeeenens aaaaa
HOME OFfiCE ..vvvveeeereveeeeeee e aaaaa
HOSPILAl ..o aaaaf
INSUFrANCe COMPANY .......oveveveverereerneeeennss aaaan
] T aaaaqa
PACE ... eeeceeneeeeeeseeeeseneeeeseseesanenens aaaaqa
VERSYS ...ooeeeceeneeereeseenssesseesesseneeneanenns aaaaqa

EXCBl..vnvvoveceecereeeeeesee s aaaan
LOUS wvovvevereeceevee e aaaan
WO, +.voeveceeevcee e aaaan
PFS-PIOf. WHHE «.vvoveovecereeeseiseeseneseeiaes aaaa
WOTd PErfECt .....vecveveevecvceevee s aaaan
ACT oottt aaaa
GOIAMING ....vovoevcee e aaaan
OUHOOK +.vvvveeeieeeeseseee s aaaaqa
Computer Hardware 1 2 38 4
ACT ettt aaaaqa
IBM AS/A00.........ooeerereeinereiseesessneeeanes aaaaqa
IBM PC/COMPAtibIe ........veveveereecereceaes aQaaa
MCINLOSA .evovevevceece e aaaan
IBM & Computer Software

Disk Operating System 1 2 38 4
DOS....ooveeeeeveeeee e aaaan
Local Area Network ............ccccvrune.. aaaan
Microsoft Windows .. L.aaaa
WINdOWS NT ..o aaaan
DDASE. ..o aaaan
ACCESS v.vevvereerevereseessseseesssesseseeseraenan aaaan
AdODE IUSHALO ......vovreseaseerereeesene aaaa
GEMArAW ... aaaan
Persuasion .... aaaan
POWET POINt........oveeeeecerecceceeececeeaeeeaaes aaaan
MICrOSOft WOTKS .......eoveceecerceceesesinaeee aaaan
Q8A.voeeeeeeee e aaaan
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