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	Skills Profile
	· Significant administrative support experience
· Microsoft Office
· Customer Relationship Management (CRM) databases utilizing Microsoft Dynamics
· Experience utilizing Pitney Bowes MapInfo for generating thematic market share maps and Microsoft MapPoint for quick visual analysis
· Microsoft SharePoint experience

	Work History
	Executive Assistant
Mercy Philadelphia Hospital, Trinity Health, Philadelphia, PA
	April 2016

	
	· Support Director of Nursing, Director of Quality & Compliance, and entire Department of Nursing:
· Maintain calendars for Director of Nursing
· Schedule, arrange and coordinate meetings
· Attend CNO’s governance meetings to take minutes and collate into rough draft 
· Ascertain need for, establish, and maintain records (nurse employee files) required for efficient office administration
· Maintain current inventory of office supplies and equipment
· Route all departmental calls
· Review and distribute incoming mail
	

	
	Administrative Assistant
Einstein Community Health Associates, Einstein Healthcare Network, Practice Management,  Philadelphia, PA
	April 2014 – March 2016

	
	· Supported AVP, Medical Director, three RPAs, and three clinical administrators with complex calendar functions in the Practice Administration
· Coordinated and scheduled monthly meetings with practice managers for 30 primary care practices
· Coordinated such projects as bi-monthly webinars for providers; assist with go-live lab and printer interfaces, etc.
· Managed daily paper flow by preparing reimbursement forms, processing invoices, sorting mail, and navigating through Einstein’s systems
· Worked every other weekend as PSR at Einstein FastCare Clinic and prepared monthly  capacity report
· Prepared IBC daily census to case managers
	




	
	Administrative Assistant 
Health Strategies & Solutions, Inc., Philadelphia, PA
	May 2003-September 2013

	
	· Provided support to entire consulting staff, including C-Suite executives
· Generated presentations; edited and proofread reports, proposals, and correspondence; answered and screened calls
· Assisted with creating and maintaining computer software templates and firm wide standards
· Administered, managed, and operated CRM database
· Created, maintained, and customized Microsoft SharePoint sites
· Maintained subscriber e-mail address database for Marketing 
· Ordered new computers, software, and accessories; coordinated with IT professional for installations
· Coordinated computer/software training for entire firm
· Liaison between computer users and IT professionals
	

	
	Executive Secretary
The Children’s Hospital of Philadelphia., Philadelphia, PA
	February 2000 – August 2002

	
	· Provided full administrative support to the Executive Director of Children’s Health Net (managed care physician organization of CHOP)
· Provided support to two Boards (Children’s Physician Organization and CHN Credentialing Committee)
· Scheduled and coordinated all meetings;
· Prepared meeting materials, meeting minutes and documented meeting follow-ups; 
· Notified members of meetings; generated reports of credentialed physicians; 
· Maintained credentialing database utilizing Microsoft Access
· Attended monthly meetings and performed first draft meeting minutes
· Worked independently on projects and prioritized assignments
	

	
	Marketing Coordinator,
Armand Corporation, Cherry Hill, NJ
	April 1998 – September 1999

	
	· Supported Marketing Department by managing various marketing functions:
· Coordinated proposal preparation with deadlines
· Maintained management information systems for projects, personnel, and key information
· Facilitated all external and internal marketing communications
· Created/maintained master schedule for marketing activities; tracked dates and assured filings for all certifications and prequalifications
· Developed mail campaigns; coordinated planning of special events and designed brochure production
	

	
	Marketing Coordinator, MDC Systems, Inc., Wayne, PA
	February 1997 – March 1998

	
	· Managed and maintained client, prospect, marketing, and attorney databases
· Typed general correspondence, brochure materials and set out requested brochure materials
· Assisted with overflow paralegal duties and handled the purchases of stationary and business cards for staff and seasonal promotional events such as Christmas cards and gifts for clients
	

	
	Administrative Assistant, Day & Zimmerman International, Inc./MDC Systems Division, Philadelphia, PA
	July 1991 – February 1997

	
	· Provided full administrative support to the Vice President of Marketing which included composing and typing general correspondence, proposals, presentations, reports and seminar material and all publications.
· Marketing duties included typing, designing, drafting, editing and updating project profiles, resumes, and proposals.
· Collected, organized, and coordinated all information needed for building proposals.
· Coordinated efforts for proposals including federal government engineering forms SF254s and SF255s (electronically).

	

	Software Expertise

	· Microsoft Office (Word, Excel, PowerPoint, Access, Outlook, Visio)
· Microsoft Dynamics (Customer Relationship Management)
· Microsoft SharePoint
· Pitney Bowes MapInfo
· Exact Target (On-line Burst E-mail Marketing System)
· Turning Point (Polling/Audience Response System)

	

	Education
	West Philadelphia High School
Philadelphia, PA

	



