Rita M. McCafferty

9212 Alton Street,  Philadelphia, PA  19115

 215-908.1791
  Rmccafferty9212@aol.com
LIFE St. Mary, Trevose, PA

Administrative Coordinator - November 2008 to present
Member of a start-up team for nationally recognized Program of All-inclusive Care for the Elderly (PACE), a community-based long term care program providing comprehensive health care and social services to older adults aged 55 and over who are nursing facility appropriate.  
· Administrative support for  the Executive Director and LIFE St. Mary management team
· LIFE Board and Administrative Meetings Recording Secretary, schedule, type agenda, minutes, send notices and board mailings
· Manage Administrative Assistants and the front desk receptionist for the facility

· Process payroll using Kronos

· Facilitate new hires access to computers, keys, uniform orders, obtain emergency information, create new employee file and review on boarding documents along with HR
· Keep Administrative calendars and project meeting dates for yearly administrative calendar
· Process contracts for specialists and outside vendors
· Create and update orientation binders 
· Make revisions to the program organization chart and emergency phone trees
· Schedule and coordinate the on-call team for daily and weekend coverage
St. Agnes LIFE, Philadelphia, PA (now Mercy LIFE)
Medical Records Supervisor -  December1998 to October 2008
Member of a start-up team for nationally recognized Program of All-inclusive Care for the Elderly (PACE), a community-based long term care program providing comprehensive health care and social services to older adults aged 55 and over who are nursing facility appropriate.  Responsible for Medical Records of program including:
· Development and implementation of the Medical Records Department, forms, policies and procedures, inventory and database system.  Handle all requests for records prior to and after admission to the program.
· Oversaw the development of a 2nd LIFE Center’s Medical Records Department in 2004:  hired and trained staff, ordered inventory, coordinated procedures, and provided ongoing supervision and management to medical records staff at both LIFE Centers.
· Supervise Medical Records Coordinator, filing/data entry clerk and two volunteers.

· Summarize Intake and Assessment data for new participants. Type initial care plans. Monitor and analyze documentation of all clinicians and distribute chart deficiency notices. Set schedules for reassessment meetings and changes within care plans.
· Send Recertification forms to the State with care plans.
· Chair Medical Records Committee Meetings, compile agenda and minutes, problem solve sensitive issues, and implement and train staff in new procedures.
· Orient all new clinical staff and students to the Medical Records Department.
· Served on the Policies & Procedures Committee, the Forms Committee, and the Race and Culture Committee.
· Provide staff education regarding HIPAA at quarterly staff in-services.
· Promote team unity within all departments & management by maintaining a positive attitude consistently.
· Problem solve interoffice issues, utilize leadership qualities, and help to improve an efficient work environment.
MossRehab Outpatient Center, Philadelphia, PA
Utilization Review/Medical Records Coordinator - 1995–1998
· Determined medical appropriateness & prioritized all applications for outpatient therapy

· Monitored continued need for therapy throughout patient stays

· Prepared Medicare information forms and Medicare appeals

· Led Medical Records Meetings and Utilization Review Meetings

· Supervised file clerk

· Responsible for chart completeness & processing of medical records requests
MossRehab Hospital, Philadelphia, PA 
Utilization Review/Medical Records Coordinator - 1989–1995
· Liaison between Commercial Insurers Blue Cross, HMO and other 3rd party payors

· Pre certifications, updates, discharges, etc.. 
· Supervised Medical Record Technicians 

· CD-9-CM coding.
MossRehab Hospital, Philadelphia, PA  
Staffing Coordinator for Nursing Department - 1986–1989
Philadelphia, PA   
· Responsible for 225 person payroll, staffing, scheduling of 75 person per diem pool

· Receptionist / Secretary for Nursing Administration
· Processed employee change of status forms
· Maintained Confidential Employee Files for Department

· Coordinate schedules with Nursing Agencies
· Interviewed prospective new employees for nursing pool.

MossRehab Hospital, Philadelphia, PA
Library Technican/ Hassel Library - 1985–1986
· Processed requests, shelved books, filed, ordered medical books
Education:

Community College of Philadelphia night courses
