Tanya James-Parker
7013 Sellers Ave, Upper Darby, PA 19082 | (484) 431-8046 | mrsparker40@yahoo.com
Objective
To work with an effective and successful team in a healthcare organization as a Healthcare Administrator, whereas my skills and working experiences can be utilized in improving the organization objectives and bottle-line.
Education
BSHA Degree| 04/2016 | University of Phoenix
Related Coursework: Health Care Management, Human Resources in Health Care, Facility Planning, Health Care Financial Accounting, Health Care Information System, Health Care Policy, Health Care Administration, Health Care Quality Management and Outcome Analysis 
AA Degree | 02/2014 | University of Phoenix
Related Coursework: Composition and Communication ii, Foundation of Psychology,, Foundation of Business, Business Information System, Behavioral Science, Principles of Accounting, Management Theory and Practice, Financial Accounting Concepts and Principles, Organizational Ethics and Social Responsibility, Essentials of Managerial Communication, Critical and Creative Thinking, Foundations of Personal Finance
Skills & Abilities
Scheduling Appointments,  Collaboration and Communication, Able to work as part of a team, Organisational Skills, Case Management, Business Development,  Critical Thinking, Time Management and Problem Solving
Experience
 Mainline Health (MLH) |Medsource | 01/2018 to 03/18
EPIC Analyst - Abstract the patient medical data from the chart and transfer the patient’s data information into the EPIC EMR system.  
Scan patient’s data into EPIC EMR system.
Collect patient’s charts from file room to be abstracted into EMR system.


[bookmark: _GoBack]Administration | Public Partnership | 05/2011 to 09/2017
Ensured clients safety and maintain a safe environment while in resident and outside activities 
Collaborated with the client’s Case Managers and teams to develop and facilitate programs which meet the social, emotional, physical and personal needs of the client 
Documented patient behaviors and assisted with treatment modalities
Cook, Clean and run errands for clients, manage clients records of their medical charts and their personal bills 
Assist clients with dressing, escort clients to and from their doctor appointments, and monitor the clients in their swimming exercise activities

Under Cover Agent |Septa/Corestaff| 07/2007 to 04/2011
Maintain filing system for Inspector General (IG) department 
Prepared schedules surveillance for teams to do observation on specific SEPTA operator drivers for the purpose of consumer's complaint's 
Reducing consumer's complaints of records in the (IG) department by 40% through improved process, including but not limited to assigned team to monitor SEPTA operator's while driving in route from beginning to end of the operators destination points 

Executive Assistant | Bodacious Promotions | 04/2005 to 07/2007
Maintain filing system for the department 
Schedule CEO appointments in Outlook calendar and RSVP to attend upcoming events and Expo’s 
Updated Card Scan software application, and client’s information in Outlook. 
Prepared invoices and send out billing invoices to be paid by clients for services rendered 
Mange website and update promotional images to software program 
Maintain and ordered  all office supplies for the office department
Mange telephone system and responsible for open and closing of the office organization 

Medical Record Clerk| consortium | 06/2006 to 07/2007
Manage signed in and out log for patients medical charts of records 
Retrieved clients file charts of records, and mailed records as requested by Social Security Office to continue clients SSI and disabilities benefits 
Trained by supervisor to examine open and close cases and pending charts of medical records 

Medical office Representive | 1999 to 03/2004
Lead PSR who managed all duties running the front office desk
Managed IDX computer system, data entries and medical billing
ICD-9 coding and CPT procedures, knowledge of medical terminology 
Written referrals and knowledge of NaviNet system
Medical records management, filing medical documents in patient charts which include but not limited to inspect, index, code,  and sort files, incoming correspondence, outgoing correspondence and filing procedures for correspondence, cross referencing  and locating missing file or data filing charts and retention and purging
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