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Jawana Green

	Objective
	To obtain a challenging position that offers growth and development, utilizing my leadership qualities, administrative duties, excellent customer service, telephone, human resources /payroll and emergency room skills.

	Education

	May 2016-Present                    Purdue University Global              Davenport, IA                                          Sept 2003-May 2014                Thomas Jefferson University        Philadelphia, PA
Sept 1999-Jan 2000                 Temple University                         Philadelphia,  PA

Aug 1982-Sept 1993                Community College of PA             Philadelphia, PA


	Summary of Qualifications
	Knowledgeable in the operation of Microsoft Word, Excel, PowerPoint and Access.  Efficient in the use of the Tesseract Human Resources/Payroll System, Epic, E-Centaurus database and Kronos, Medical Terminology and Insurance. Knowledgeable in several phone systems including the Dimension 2000, NEX, Multi-Line ITT and XTEND and its software application. In addition to Emergency Care I am efficient in WellSoft, Allstript, IDX and Tracemaster EKG systems. Some registering and demographics experience with EPIC. Possess exceptional customer service training and utilizes LIST/DEFUSE and other customer service skills which includes Anger Management, Diffuse Anger and How to Supervise Friends and Older Employees.

	Work Experience
	March 2018-Present               Nazareth Hospital                             Philadelphia, PA

Administrative Assistant 
· Provide support to the Director of Emergency Department.

· Manages Director’s schedule and departmental meetings.

· Provide revenue cycle support critical to appropriate coding, billing and A/R follow-up

· Coordinates statistical, productivity and quality reporting and maintains associated scorecards and databases.

· Collaborates with hospital staff on hospital wide initiatives including regulatory reporting, workforce management initiatives, financial reporting and annual budgeting.
May2015-March 2018             Penn Medicine                                  Philadelphia, PA

Customer Service Representative-Referral Center
· Provides callers with referrals to physicians and services with Penn Medicine
· Registers clients for classes, health screening and seminars.

· Verifies patient appointments.

· Assists patients with scheduling appointments via phone or internet request.

· Partners with the Penn Medicine ER departments as well as the Department of Medicine to assist in-patients with follow-up appointments.

· Assists with Physician to Physician consult calls as well as Penn Global Medicine calls
June 2008-May 2012         Thomas Jefferson University                 Philadelphia, PA
Administrative Assistant
· Receive and refer visitors to the appropriate departmental personnel; receive and refer telephone callers by taking clear and concise messages.
· Sort/distribute/process mail as instructed.  Hand deliver/pick-up items, documents, etc. as needed.
· Maintain calendars and schedule appointments for office staff.
· Process vouchers for payment, prepare orders or request for payments, maintains office supplies.
· Transcribe data and type into proper format; maintain office records by filing.  Compute compile and type statistical data and summary reports.  Create charts as required.
· Compiles and requests data for satisfaction survey.
Sept 2007-Oct 2017          Thomas Jefferson University Hospital        Philadelphia, PA

Physician Support Representative

· Clerical support for the Attending and Residents in the Emergency Room.
· Print prior EKG’s for patients.
· Page on call doctors for ER physicians.
· Enter discharge and work release forms for patients.
· Schedule JHAP appointments for patients.
· Check for inaccuracies for all admitted patients charts.
· Report critical lab results to attending physician.
· Obtain patients demographics and insurance upon emergency arrival.
August 2002-June 2008            Thomas Jefferson University          Philadelphia, PA

Accounting Assistant/Timekeeper

· Maintained and record daily work hours for TJU Custodial, Security, CSO and FRC.

· Processed and record LOA, Short-Term Disability and Worker’s Compensation.

· Data Entry for FDC, Security, Custodial and Maintenance.
· Maintained accurate accruals for sick, vacation and personal days in Kronos.
Nov 2001-Sept 2007
Temple University Hospital                Philadelphia, PA

Page Operator

· Paged all incoming and outgoing calls as directed.
· Handled all emergency situations (stats, traumas, fires and codes).

Jan 2001-August 2002                 Thomas Jefferson University                   Philadelphia, PA

Service Line Dispatcher

· Dispatched facility and custodial request to proper mechanics and custodial supervisors to ensure quick response to emergency and routine situations.

· Created work orders in Maint. Mgmt. System and print to various printers.

· Responded to incoming faxes and e-mails for routine, emergency and special event requests.

· Work with supervisors in 24-hr operation center as assigned.

· Exemplify excellent customer service skills towards faculty, staff and student.
Work experience

04/00/-05/01                   

                                          Oc Oct 2000-May 2001                        Albert Einstein Medical Center                        Philadelphia, PA
Telephone  Operator

· Directed all incoming and outgoing calls.

· Handled all emergency situations (stats, traumas, fires and codes). 

· Entered information and paged on call doctors for answering service.

· Delivered consults to on call doctors.

	
	April 1996-Oct 2000
Univ. of Pa. Health Systems                 Philadelphia, PA

Lead Telephone Operator

· Managed troubleshooting calls and inquires.

· Provided leadership to a staff of 35 operators.

· Entered telephone data and troubleshot for Xtend software application.

· Gathered data from Xtend and entered as a spreadsheet in Excel.

· Managed call volume, call wait and call answered data for each operator daily.

· Logged daily reports of lunch and break times and special request for employees.

Oct 1996-April 1996                       Wood Services                                    Langhorne, PA

Telephone Operator

· Directed all incoming and outgoing calls.

· Handled all emergency situations (stats and fires).

Oct 1992-April 1996                       Pep Boys                                              Philadelphia, PA

Human Resources Representative

· Assisted District and Store Managers with all HR and Payroll inquires.

· Reviewed all New Hires and entered into Tesseract System. 

· Reviewed and changed pay salaries in system.

· Entered Data and requested savings bonds from the Dept. of Treasury.

· Calculated and paid out part time vacation hours.

· Ran weekly and monthly reports for HR department.

March 1983-April 1987                    Pennsylvania Hospital                        Philadelphia, PA

Telephone Operator

· Directed all incoming and outgoing calls.

· Handled all emergency situations (stats, traumas, fires and codes).

· Answered patient information calls.
References Furnished Upon Request

	
	


