

  Sofia Abraham, MHA
sofia.abraham1989@gmail.com | Cell: (215) 626-7128


Education



Master of Science in Health Administration - Concentration in Health Informatics 
Saint Joseph University, Philadelphia, PA			
Graduated: December 2015

Bachelor of Science in Health Science  
La Salle University, Philadelphia, PA			            
Graduated: May 2013
Professional Experience



Document Processing Specialist 
STAT INFORMATIC SOLUTIONS, Bethlehem, PA                                                04/2018 – Present 

· Prepared patient charts for scanning based on guidelines established by HMA and company guidelines.
· Responsible for scanning charts using a scanner device to make sure chart count balances per batch cover sheet while ensuring the highest image quality.
· Verify and index batches (medical record charts) into a database prior to releasing charts into work production queue.
· Exceeded daily production goals established by Operations Managers and/or Supervisors.
· Displayed effective and professional communication with internal and external customers including physician offices.
· Adhere to all HIPAA and confidentiality policies at all times.
· Responsible for assisting in the training of new hires by utilizing operational knowledge of production processes and STAT Informatic Solutions module based training programs.


Human Resource Assistant	                                                             	09/2013 – 04/2018             
NORTHTECH, LLC, Philadelphia, PA                                                              

· Scheduled appointments, interviews applicants, processes paperwork, assists Human Resources Manager in the orientation of new employees.
· Prepared photo identification badges and timekeeping cards for applicants.  
· Processes and inputs payroll and time-off requests for on-calls using the Human Resources Information Systems (HRIS).
· Updates Human Resources files and records.
· Processed payroll updates in the Kronos system, checking employee hours for accuracy, and making corrections when necessary for employees.
· Preserves confidential documents on a daily basis.
· Assisted in the administration of all Human Resources policies and procedures.
· Maintains Northtec visitors log, inter-facility transfer report, applicant flow log, attendance records and building phone list.
· Worked directly with vendors to promptly resolve benefits-related concerns on behalf of employees.
· Assisted in organizing and facilitating special employee events.
· Follows all safety and good manufacturing practices (GMP’s).
· Performed various other duties as assigned including assisting with the training of new employees.  


Administrative Technical Support 	                                               	           10/2013 – 03/2015      
NORTHEAST COMMUNITY CENTER FOR BEHAVIORAL HEALTH, Philadelphia, PA

· Managed EHR (Evolv) projects expectations with team members.
· Independently built out admission, discharge, medication, order, referral forms etc. for different department in the organization.
· Operated as the primary support contact for the application upgrades and training purposes. 
· Performed in-depth analysis of workflows, data collection, and resolved technical issues associated with EHR (Evolv).

Assistant Business Administrator                                                            03/2014 - 07/2015
BUCKS PHILADELPHIA MEDICAL GROUP

· Provided administrative assistance and support to business administrator.
· Coordinated incoming calls to administrator and provide patient care services.
· Scheduled and maintained appointments.
· Prepared patient’s documents for scanning in relation to Rx billing.
· Created correspondence reports and data entry.
· Maintained Rx billing.


Administrative Assistant 	                                                                  	 05/2010 - 06/2012         
LA SALLE UNIVERSITY, Philadelphia, PA

· Completed assignments for the Office of the Dean, organizing files, developing and implementing mass mailings for the university, and supporting faculty searches.
· Selected to supervise computer lab and oversaw student and faculty computer access.
· Managed confidential files and maintained strict security measures.
· Oversaw the maintenance and repair of office equipment and managing inventory.


Summary of Qualifications


· Ability to adapt to challenging situations in a professional environment. 
· Ability to work independently with minimum supervision.
· Experience in handling high level confidential information.
· Ability to organize and prioritize tasks from several different staff members.
· Excellent analytical and organizational skills, and customer service skills.
· [bookmark: _GoBack]Knowledge in medical terminology and HIPAA regulations.
· Proficient in written and verbal communication with customers, staff and professional peers.
Training




NETSMART TECHNOLOGIES  - Evolv
Myevolv Training Certified Courses (EHR)
· System Conventions								    3/24/2015 – 4/17/2015
· Event Scheduling								    4/24/2015 – 5/12/2015
Key Skills




Technical Skills:	Desktop Support Services

Computer Skills:	Microsoft Office (Word, Excel, PowerPoint, Outlook), SharePoint, Kronos and Oracle (HR Software), spreadsheets, and Internet
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