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PROFILE 

A medical office administrator who blends a client oriented team based management style with strong organizational skills. Effortless ability to navigate and adjust to various medical based systems effectively. Results oriented leader with significant experience in building successful and efficient organizations in today’s medical business environment of rapid change. Displays impeccable interpersonal communication skills with the ability to deliver clear, concise, and highly effective presentations.
· Healthcare Systems Management	     Facility Coordination 	      Credentialing/Enrollment 
· Reimbursement Expertise                    	     Recruiting/Training            	      Health Information Management

PROFESSIONAL EXPERIENCE

Veteran Affairs Medical Center, Philadelphia, PA 					      July 2015 - Present
Advanced Medical Support Assistant (40 hours Full-time)
Primarily serves the Radiology Department in an administrative and clerical role providing support to facilitate all administrative duties including scheduling patients in a timely manner which is dictated by national standards, as well as, checking patients in and out and coordinating appointments for five areas within the department. 
· Facilitating the front desk including registering and checking patients in and out maintaining a smooth flow.
· Scheduling patients in a timely manner while adhering to the national mandate for scheduling.
· Coordinating patient appointments to minimize unnecessary wait and travel time.
· Relaying pertinent information to patients regarding the studies they are receiving. 
· Maintaining a proper pending list ensuring that no patient appointment is missed. 
· Cancelling orders as mandated by HAS regulations. 
· Processing (ICB) Insurance Capture Buffer, verifying and updating patient information for billing purposes.
· Completing and maintaining no shows including getting patients rescheduled in a timely manner. 

Highmark, CCC, Blue Bell, PA                                                                                                   November 2014 - May 2015                   
Provider Service Specialist (40 hours Full-time)
Retrieved and relayed coverage and benefit information for providers’ nationwide, authenticated provider credentials, resolved claim issues and relayed federal and state mandates. 
· Maintained a high level of professional service while resolving all provider related issues in a timely manner.
· Average quality assurance score of ninety seven percent and call handle time under seven minutes.
· Assisted and guided team members with call room floor support.

Independence Prosthetics Orthotics INC. Philadelphia, PA                                   	      June 2012 - January 2014
Administrative Assistant (40 hours Full-time)
Opened the Philadelphia office, facilitated the practice enrollment and provider credentialing with major insurance companies. Overlooked and organized facility scheduling, as well as, organized inpatient clinics. Maintained all aspects of the administrative business. Gained Orthotic Fitter Certification to streamline office efficiency. 
· Scheduled patients, organized, coordinated and maintained outside facility schedules. 
· Checked patients in and out, maintained and tracked patients insurance and benefits. 
· Verified eligibility and benefits, preauthorized DME services. 
· Posted payments, and claims resolution.
· Organized prosthetic clinics. 
· Maintained and processed medical records. 
· Evaluated and fitted patients with off the shelf orthotic devices. 




Delaware County Community College, Media, PA                                                                  January 2011 - May 2011
Supplemental Instructor (20 hours Part-time)
Alumni program that was designed to create success for incoming students. Planned and taught one hour sessions after each class, totaling three sessions a week for sixteen weeks.   
· Planned and prepped lesson plans, activities, and tests for each session.
· Facilitated sessions for Developmental English Course.
· Taught time management, study skills, and Basic English concepts.


Main Line Endocrinology, Wynnewood, PA                                                          	                    November 2006 - May 2010
Patient Service Representative (40 hours Full-time)
Maintained all aspects of administrative duties, and patient care services, coordinated physician meetings. Facilitated the implementation of the Next GEN software, trained office staff on the system and was the Super User of the office. 
· Created office documents and prepared memos.
· Checked patients in and out in a timely manner.
· Verified patient eligibility and benefits, precertified biopsies.
· Scheduled patients, maintained physician’s schedules. 
· Posted charges, reconciliation.
· Maintained and prepared medical records.
· Evaluated, corrected, and prepared dictations.


Main Line Physical Therapy, LLC, Wayne, PA               				           January 2002 - July 2006
Office Manager (40 hours Full-time)
Opened the office from the ground, enrolled and credentialed therapists, responsible to hire and train administrative staff, implemented electronic billing systems, assisted in building the client base from zero to one hundred sixty patients per week through networking and marketing within the first six months of business. 
· Coordinated employee schedules. 
· Trained and supervised aides and receptionist. 
· Implemented and upheld HIPAA regulations. 
· Maintained and prepared medical records.
· Accounts receivable, claims resolutions.
· Verified medical coverage, preauthorized treatments. 
· Scheduled appointments, maintained therapists meeting schedules. 


EDUCATION

Bachelor of Science (Summa Cum Laude)      Philadelphia University, Philadelphia, PA.      September 2012 - May 2014  	           

TECHNICAL SKILLS

Microsoft Office, Word, Excel, PowerPoint, Outlook, Vista, VSE, CPRS, Next GEN, IBX, INSINQ
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