BRENDA J FEW
308 Chastain Hill Rd., Taylors, SC 29687
Phone: (864) 414-8004 
Email: brefew@msn.com
                                                                             
CAREER PROFILE & HIGHLIGHTS

Focused and career-minded professional with extensive knowledge of importing/exporting, proven administrative skills, and comprehensive medical educational poised to contribute to the overall goals and 
· Excellent communicator who fosters and maintains solid relationships at all levels of the organization.
· Proven ability to produce high quality work via the implementation of managerial directions. 
· Provides equally outstanding results individually or in team settings.
· Possesses a superior level of attention and responsiveness in handling all projects.
· Extensive computer skills in Microsoft Office, Word, Excel and PowerPoint and types 75 WPM.

                                                                             CORE MEDICAL QUALIFICATIONS

	Medical Terminology
Anatomy & Physiology
HIPAA Regulations
Facility Billing
Reimbursement Systems
Administrative Support
	Government & Third-Party Payers
Electronic Medical Records (EMR)
Managed Care (HMO, PPO & POS)
Insurance Claim Billing & Processing
Diagnosis Coding from Med Records
Scheduling Appointments
	Medical Office Procedures
Keyboarding & Word Processing
Medical Practice Mgt. Systems
TRICARE Medicare  Medicaid
CPT-4  HCPCS  ICD-9-CM
MOSS, MEDISOFT





EDUCATION & PROFESSIONAL DEVELOPMENT
Ultimate Medical Academy – Tampa, FL								2012
Medical Billing and Coding Diploma (3.13 GPA)

University of Phoenix – Online									2007
Bachelor of Science Degree in Business Management (GPA 3.48)

PROFESSIONAL EXPERIENCE

[bookmark: _GoBack]SmileMakers – Spartanburg, SC									2013-Current
IMPORT EXPORT MANAGER
· Create and maintain operations manuals for US and Canada
· File all Importer Security Filings
· Create and maintain FDA and MDEL manuals/procedures for US and Canada
· Audit all Import Broker invoices for payment
· Audit all ocean and air freight invoices for payment
· Create and maintained electronic recordkeeping

AGILITY LOGISTICS - Greenville, SC 								2007 – 2012
IMPORT BRANCH MANAGER 
· Manage the import department processes and ensure compliance with U.S. and foreign government laws and regulations.
· Oversee the completion of paperwork and monetary transactions associated with international distribution in a timely manner.
· Negotiate with clients or handle issues with customs officials.
· Filed NAFTA certificates on import shipments.

BENTELER AUTOMOTIVE – Duncan, SC 								2006 – 2007
FOREIGN TRADE ZONE MANAGER
· Managed foreign trade zone operations procedures.
· Created and maintained Foreign Trade Zone Manual per US Customs Regulations.
· Supervised material planners, engineers and plant operations to ensure compliance with foreign trade zone regulations.
· Update NAFTT PRODUCA qualified products in BMW NAFTA program




AFL TELECOMMUNICATIONS LLC - Duncan, SC							2000 – 2006
INTERNATIONAL TRADE SPECIALIST 
· Prepared international shipments via ocean-wide program authorized by US Customs.
· Developed and maintained cost saving accounts with freight forwarding agents and customs brokers.
· Monitored shipping and delivery to ensure timely delivery for various business units.
· Created NAFTA Certificates for Mexico and US qualified products

C.H. POWELL - Greer, SC									1987 – 2000
IMPORT SPECIALIST  
· Organized deliveries to external customer to ensure timely delivery.
· Audited and prepared payments of ACH Statements to US Customs.
· Presented cost saving strategies to management.
· Filed NAFTA certificates with import shipments on behalf of clients
