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PROFESSIONAL SUMMARY
Professional individual who compassionately and efficiently interacts with patients, clinicians, and staff members. A proven team player who is attentive to details and produces high-quality results. Expertise includes; proper patient check-in, answering phone calls, and managing front desk operations.
WORK EXPERIENCE
Children's Hospital of Philadelphia					        	            Philadelphia, PA
Patient Service Associate- Developmental Pediatrics			       	             08/2018-Present

· Greets patients and families and provide exceptional customer service
· Ensure timely and efficient patient check-in process
· Properly collect and enter patient demographics, pharmacy and insurance information into the hospital registration system
· Prepare department for upcoming appointments by reviewing next day patients
· Calls families when appropriate to discuss referrals or update insurance information

Roxborough Memorial Hospital						            Philadelphia, PA
Unit Secretary									           05/2018-08/2018

· Registered and admitted emergency room patients
· Received, screened, and forwarded incoming phone calls
· Made transportation arrangements for ER patients and assisted in their transfer
· Prepared and maintained records related to patient admission, discharge, test results, and treatment.
· Enter doctors’ orders into a predefined hospital computer system and retrieve any patient or medical information requested

Mount Sinai Hospital West							               New York, NY
Unit Secretary									           02/2016-05/2018
	 
· Greet patients as they arrived to unit floor for inpatient stay
· Screen incoming telephone calls, record and forward messages
· Receive and announce scheduled visitors; screening unscheduled visitors
· Answer patient call bells promptly
· Provides support for administrators by gathering information and making runs to inpatient pharmacy

NY Gastroenterology Associates in Gastroenterology, LLP				        Bronx, NY
Receptionist, Call Center Representative						           04/2012-04/2017 

· Answer 12 phone lines and transfer calls to appropriate staff members
· Greet patients, enter demographic information and assist patients with inquiries
· Deliver messages to appropriate doctors and staff members
· Enter accurate data into E-clinical system and schedule follow up appointments
· Sort out and mail reports to referring providers
· Run patient eligibility on a daily basis


EDUCATION
School of Community Research and Learning						        Bronx, NY
High School Diploma									             06/2010

SKILLS

	· Patient Registration and Scheduling
· Knowledgeable of HIPAA guidelines
· Knowledgeable in EPIC
	· Excellent communication skills
· Knowledge of medical terminology
· Data Entry



