Lina Krichevskaya
9200 Bustleton Ave apt 1607
Philadelphia, Pa 19115
Linak1011@gmail.com
215-971-6480

OBJECTIVE-	To find employment as a Receptionist or Administrative Assistant for a company that will benefit from my years of experience.
SUMMARY OF QUALIFICATIONS
· 11 years of experience as an Administrative Assistant/ Receptionist.
· Outstanding knowledge of rules and regulations.
· Excellent communication skills.
Professional Experience
MCL Healthy Solutions								Ivyland, PA
Receptionist									    09/2014-Present 
· Answer phones and operate a switchboard.
· Route calls to specific people.
· Greet visitors warmly and make sure they are comfortable.
· Schedule meetings
· Ensure reception area is tidy.
· Gather personal and insurance information.
· Arrange appointments.
· Send faxes.
· Filing and clerical duties.
· Take and relay messages.
· Schedule follow-up appointments.
· Process Payments.
· Verify Insurances.
· Strong Knowledge of EMR.
· Preparing Medical Records.
· Authorizing Medication approvals.
· [bookmark: _GoBack]Navinet

Majestic Oaks								Warminster, PA

Unit Clerk									03/2008-09/2014
· Provide clerical and receptionist support to nursing unit personnel.
· Transcribes and accurately enters physician’s orders and procedures in the computer.
· Answer inquiries, and proved assistance to the nursing personnel, medical staff,
· patients and visitors.
· Prepares and maintains patient’s record information’s.
· Process admissions, transfers and deaths.
· Manage supplies and equipment for the department.
· Perform other related duties as assigned.
· Answering a high volume of calls
· Scheduling appointments and verifying insurances

Education
George Washington High School- Philadelphia, Pa
High School Diploma – 2005

Special Skills
· Proficient with Microsoft Office with Excel.
· Experience with confidential data
· Good organization skills
· Bilingual in Russian and English
