62 Manor Ln 

Cell      732-207-7864
Willingboro, NJ  08046


E-mail:  evettecolon@hotmail.com
I v e t t e   C o l ó n
Objective
To obtain a position which enable the opportunity to utilize my education and experience in an effort to support and enhance the company.

Skills

Excel



Bilingual (Spanish)
Meditech/Emdeon
DVRT 


Word



NJIIS Registry

Power Point

SPEC/PRA



Quick Books


Event Coordinator
Outlook


AS 400


Strong Customer Relations
CPR


GMP/ISO

EMR/IDX
Education
Franklin High School    
 
1980-1982
New Jersey
Diploma 
Secretarial



Middlesex County College
1983-1985
New Jersey
AS

Criminal Justice



American University

1990-1993
Puerto Rico
AS

Adm. Assistant


American University

1990-1995
Puerto Rico
BA

Bus. Adm.

Experience
Service Coordinator


SNJPC




Pennsauken, NJ

January 2015 – Present – Central Intake Service Coordinator, (Camden & Atlantic County for the Southern New Jersey Perinatal Cooperative).  performs triage role with clients who seek services by phone or in person, case managed all referrals received, conduct outreach, be an advocate for families, identify resources for families that are not eligible for home visiting services, review, complete screening and forward triaged by (PRA-SPECT system) referrals to Home Visiting Programs and Providers.  Linking families to services to a better health and provide resources in the area of health and social services.   Assign clients to different programs within our Cooperative or to other programs, improve pregnancy outcomes, and identify social risk to women’s health.  Planning & coordinating of program activities, community events, Network, Hospital events, Linkage Meetings and outreach field’s resources. Distribute, Marketing, Grassroots Sources, recruit and promote other SNJPC Programs offered.
Clinical Intake Support Specialist
MVNA




Moorestown, NJ

December – 2017 – Present – Part Time every other weekend – Moorestown Visiting Nurse & Hospice - Managing and performing timely intake processes on referrals.  Schedule and coordinate all patient appointments by triage and as directed.  Verify insurance benefits and pre-authorizations.  Codes diagnosis and procedures according to ICD10 standards based on referral information.  Prepare weekend team visit work schedule for Nurses, Physical Therapist and Occupational Therapist.  Collaborate with physicians, nurses and healthcare providers.
Quality Assurance Specialist

CJFHC




North Brunswick, NJ

June-2008 – January 2015 – Quality Assurance Specialist for the NJIIS Dept at Central Jersey  Family Health Consortium, prepare audits on providers using the  New Jersey Immunization Information System Registry for the NJDH, record of findings, review patient immunization charts for accuracy, and completeness, perform NJIIS Quality Assurance review, research and collecting information and comparing to clinical data, maintain statistical data records, feedback, recommend corrective measures, recommendations, resolve discrepancies and problem solving.  Reset and revoke passwords for users, resolve duplicate patient’s records and linked reg. ids, verify interfaces. Provide customer service to Providers, Vendors, School Nurses, Public and Trainers.  Also perform data entry of referrals and prescreening forms for the Healthy Families-TIP Program.  
Intake/Registration Specialist

Carrier Clinic//East Mountain Hospital
Belle Mead, NJ

March 2013 – June 2017 – Part-time Intake Specialist for the Admissions Dept., Obtains patient information via telephone and in person, interview with patients and their families or other referral sources.  Consults with clinical staff to provide a provisional level of care (LOC) recommendations and schedules patients for the LOC evaluation.  Pre screen intakes for potential admissions, enters intake information into computer system and makes every effort to provide the patient with a smooth and efficient entry into the Clinic, schedules and confirm appointments and performs pre-certifications, screens, reviews, verified documents including consent form and medication list and provide assistance with completion of documents.  Distribution of documents, performs authorization reviews with payers, verify medical clearance and insurance benefits, collect demographic information, prepare patient charts, bed availability, assign beds and follow up on referrals.
Front Desk – Admissions

Carrier Clinic//East Mountain Hospital

Belle Mead, NJ

Nov 2010 – June 2017 - Part-time Front Desk for the Admissions Dept., Receives and advances all incoming and outgoing calls while maintaining strict standards of confidentiality. Responsible for answering and recording emergency calls, operates paging system, and keeps all log books and manuals updated. Greet patients and visitors.  Interacts with Nursing Supervisor, Doctors, Crisis Intervention Specialist, Units and Administration.  Responsible for “emergency 6 phone” and instruction for emergency calls and keep records.  Keeps all console log books.  Radio transmission /Beepers/Pagers, Fleet car usage,   Monitoring alarms and physical access.  Handle visitor’s complaints.  Assists patients in accurately completing forms, and review documents for completeness and accuracy, translations (Spanish), schedule patient discharge transportation and escort to the units. 
Administrative Assistant III

Abbott Pharmaceuticals



Barceloneta, PR

Oct. 2001 – Jan 2004 – Assist Engineering Director // Environmental Manager; track and follow up on plant maintenance/projects request, specifications, cost estimates, bids, coordinate meetings, dept. activities and conference room/car log book, schedule OSHA, GMP and injury prevention training, assists Safety & Project Managers, prepare budget/staff presentations, coordinate waste tanks/storage system, oil recycling pick up, coordinate emergency vacuum services and non-hazardous removal, wastewater-treatment plant/sewage treatment records, analysis records, leaks & spill cleanup with subcontractors, type manifest forms, prepare change orders, submittals, procedures, record of drawings, contracts, permits, process invoices, revise record keeping of employees attendance, vacation, sick days records, and personnel documents, audits, expense reports, check request,  and prepare monthly highlights.
Administrative Assistant II

Schering Plough Pharmaceuticals

Manatí, PR
Sept. 1995 – Sept 2001 – Assist Plant Manager // Steroids Plant; prepare budget, cost saving, goals, raw material reports/presentations,  invoices, compliance reports, maintain environmental complaint files, ensuring regulatory submissions are complied & submitted to authorities/agencies within define time schedules, maintain permits, incident reports, keep record of requisitions, coordinate recycling and disposing of hazardous waste, manifest forms, drawings and records mandated by law, type SOP’s and policies for compliance, coordinate GMP’s trainings, maintain & follow up external-internal audits, data entry for plant supervisors, order office/safety supplies, schedule meetings and reservations.
References
Available Upon Request
