JANICE BAKER
5908 N. 13th Street, Philadelphia, PA, 19141 • (856) 516-2384 • jamilahnyc4@gmail.com
________________________________________________________

Detail-oriented and knowledgeable in all office functions, adept in providing progressive administrative and logistical support to complex and fast paced professional offices. 

· Proficient in medical / legal terminology / transcription to efficiently support a fast-paced office
· Demonstrated ability to work on own initiative without supervision, identify issues requiring
attention, excellent follow-up skills, initiate and manage complex projects      

· Ability to communicate effectively with patients and all levels of staff - verbally and written, handle multi-line telephone systems
· Proficient computer skills using Microsoft Products – Word, Outlook, Excel, Access, PowerPoint, Certificates in Microsoft Word, Excel, Access, PDF and Outlook 2012 -2013
Adobe Acrobat and various legal / patient databases (Epic, Cerner, CoPath, Midas, Vista)
· Professional and pleasant personality along with the enthusiasm and eagerness to learn
· High level of interpersonal competency to model desired client relations along with critical thinking skills 
Professional Experience

Einstein Medical Center 





            February 2016 – Present 

Department of Pathology & Laboratory Medicine

Administrative Coordinator IV
· Completes a broad variety of tasks for the Chairman, Director and Pathologists of the department; managing an extremely active calendar of appointments, schedule all department meetings and tumor conferences, screens incoming telephone calls, assign priority to call and/or identify additional resources to manage callers’ needs. 
· Responsible for taking and transcribing minutes at AP and CP QA meetings.

· Support to all division supervisors.
· Greet visitors and callers, route and resolve information requests.

· Supervise support clerical staff, interview and hire new office staff.
· Enter time in Kronos system. 
· Review, track and maintain budget, records and databases, order office supplies, pay department bills in Prism system.
· Prepare and upgrade departmental policies, correspondence on behalf of pathologists. 
· Coordinate space and office organization; purchase and manage supplies and equipment.

· Coordinate office and/or departmental operations.

· Handle matters expeditiously, proactively, and follows-through on projects to successful completion, often with deadline pressures. Extensive revision of documents in Microsoft Word and Excel, performs all other duties as assigned.  
NYU - Lutheran Medical Center, Brooklyn NY 


November 2013 – February 2016
Department of Pathology & Laboratory Medicine
1st Position: Medical Transcriptionist (MT)
 Transcribe anatomic pathology/cytology dictation (gross/final, autopsies) composed correspondence, created reports, answered high volume of calls from patients and treating physicians, responding to all mail and e-mails in a timely manner, test send outs, 2nd opinions and legal requests, patient insurance inquiries, CPT codes, outside vendor communication, order and maintain/order supplies, provide administrative and clerical support to the Medical 
Director, Staff Pathologists, Administrative Director and Laboratory Supervisors and all other duties to ensure an efficient operation of the department while adhering strictly to departmental policy. 

 2ndPosition: Case Management Associate
Provided assistance to the Case Managers: Shadowed assigned case manager and social worker on the floors during morning rounds with attendants, verified information related to health insurance or benefits, updating referral information in the system, formulated treatment plans in conjunction with case managers or social workers and help review treatment progress, contacted LTAC & boarding facilities for patients being released to ensure return beds were open.
Lourdes Medical Center of Burlington County 

 
    February 2012 – September 2013
Quality Management / Performance Improvement, Willingboro, New Jersey
Administrative Coordinator
Coordinate calendar for Corporate Manager of Quality Management, respond to calls, regular mail and e-mails, compiled and send out weekly core measure reports, send out compliance letters to physicians/nurse, managers, entered reports in database, heavy report editing in Microsoft Excel spreadsheet, PowerPoint and PDF usages, set up and coordinated various weekly/monthly meetings and conferences - took minutes at same, created agendas and meeting materials, assisted with the preparation for Joint Commission and state inspections, back-up administrative assistant for administrative offices.

Mattleman, Weinroth & Miller, P.C. 



     
         July 2010 – Feb. 2012
Legal Department, Cherry Hill, NJ
Legal Assistant / Secretary: I provided legal assistance to a managing partner and three associates, 
 Transcribe dictation, compose correspondence, read and respond to correspondence, draft all legal documents for filing at court, e-filing, enter attorney time, answer and make calls to opposing counsel, courts and clients, Hubbard - document management database. I created and maintained reports and records, scheduled meetings, depositions and conferences. Proactively manage files from open to close, file, fax and scan as well as other duties as required. 
Albert Einstein Medical Center, Philadelphia, PA

               February 2009 – September 2009

Department of Pathology and Laboratory Medicine 

 Transcribe anatomic pathology/cytology dictation (gross/final, autopsies) composed dictation (gross/final) composing correspondence, answered high volume of calls from patients and treating physicians, responding to all mail and e-mails in a timely manner, send outs, 2nd opinions and legal requests, all other duties to ensure an efficient operation of the department of pathology while adhering strictly to departmental policy. 

Memorial Sloan Kettering Cancer Center 



     December 2007 – February 2009
Department of Head and Neck Surgery, New York, NY
Medical Transcriptionist: Transcribed dictation for the Chief of Head and Neck Surgery and other surgeons as well as residents and PAs. 
 Typed and edited manuscripts and book material. Handled high level of calls from physicians communicating diagnostic results, as well as handled calls from patients confirming appointments 
and prescription questions. Responsible for assisting other transcriptionists with overflow work and other assignments as needed. 

Penn Presbyterian Medical Center 

         

 November 1999 – November 2007
Department of Anatomic Pathology & Laboratory Medicine, Philadelphia, PA
Pathology Secretary: Reported directly to the director of the department. 
 Sole transcriptionist responsible for transcribing dictation (gross/final and autopsies), send outs, 2nd opinion and legal requests, assisted supervisors from various departments, and all other duties to ensure an efficient operation of the office while adhering strictly to departmental policy.
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