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Objectives
To become associated with a company, where I can utilize my skills, and gain further experience, while enhancing the company’s productivity and reputation. 
Experience
8/2016- Present-  Health Fleet Ambulance, Office Manger
Overseeing 10 Patient Service Representatives, overseen the accuracy of insurance authorizations, patient needs, and satisfaction.  I do all payroll and handle all time off requests. I also supervise all budget needs, cuts and extensions.  

1/2008- 8/2016- Mercy Health Systems, Practice Manager 
Provided administrative support to clinical professionals, built and managed a physician schedule, tracked special testing, utilized strong customer service skills to calm dissatisfied patients, and provided telephone coverage, payroll, coding, billing, surgery scheduling, and insurance verification.

[bookmark: _GoBack]2001-2008   Frankford Ave Family Practice, Medical Receptionist   
Answered phones, checked patients in and out, made appointments, issued referrals, filing, clerical duties, and assisted doctors.
Education
Lasalle university, Philadelphia
Business: Emphasis on Marketing
3.5 GPA
Communication 
I have excellent people skills, and use them with my patients, as well as my employees. I believe respect is a mutual relationship between manager and employees, and strive to show this in my actions, as well as my words. 
Leadership
I volunteer at Holy Redeemer Hospice. I also volunteer for St. Anselm Church, as a board member on their CYO and their Homeschool Board. Most of all, have always been a team player. I am a working manager, who is not afraid to jump in and help. There is nothing I wouldn’t do myself, that I ask my employees to do. 

Skills
I am a very organized person, who meets all deadlines.  I am experienced in Word, Excel, Power Point, Electronic Medical Records, Navinet, NextGen, and authorization from insurance companies.
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