Kiana Mitchell 

5712 Whitby Ave
Philadelphia, PA, 19143
(267)307-1425 

Kmitchell279@gmail.com  
Objective: To secure a position with a well established organization with a stable environment that will lead to a lasting relationship.
Skills: 
· Able to handle multiple phone lines with heavy call volume.

· Able to operate computer, fax, copier, scanner, and telephone

· Able to type a minimum of 35 W.P.M.

· Follow instructions and respond to upper managements' directions accurately

· Demonstrates accuracy and thoroughness. 

· Looks for ways to improve and promote quality and monitors own work to ensure quality is met.

· Demonstrate exceptional communication skills by conveying necessary information accurately, listening effectively and asking questions where clarification is needed.

· Work independently, prioritize work activities and use time efficiently.

· Maintain confidentiality.

· Demonstrate and promote a positive team -oriented environment.

· Stay focused and concentrates under normal or heavy distractions.

· Work well under pressure and or stressful conditions.

· Possess the ability to manage change, delays, or unexpected events appropriately.

· Demonstrates reliability and will abide by the company attendance policy.

· Maintain a professional and clean appearance at all times consistent with company standards.

Education: 

Community College of Philadelphia 

Behavioral Health and Human Services September 2014- Present
Human Services Cert. In progress

Social & Human asst. Proficiency cert. Completed August 30, 2017
Paul Robeson High School for Human Services 

High School Diploma September 2004-June 2008
Work:

MES Solutions: November 2016-Present

Medical Evaluation Specialist: 

· Schedules examinations through IME Centric or office specific system database.

· Schedules and confirms appointment dates and times with physicians' offices.

· Communicates with clients regarding appointment scheduling, physician CV's, appointment changes, no shows, cancellations, and receipt of medical records and/or images.

· Coordinates with the client to obtain required medical records prior to examination. 

· Prepares the chart by ensuring all records required are included, creates a cover letter detailing specific client questions, issues, and service requests and routes to the provider and/or to the exam location prior to examination.

· Prepares and sends exam notification letters daily.

· Communicates with physicians, clients and or examinees regarding any schedule changes. Responsible to submit client invoice and/or issue to accounting if charges are incurred.

· When required, responsible for ensuring prompt pre-payment for services issued. 

· Coordinates ancillary services such as interpretation, chaperones, transportation, and or exam site rentals when needed. Ensures the appropriate steps are taken to cancel and/or reschedule services upon appointment change or cancellation.

· Handles and responds promptly to incoming calls, e- mails or faxes from physicians or clients requesting report status and/or information. 

· Provides support and/or coverage to satellite offices as needed.

· Arrange lodging and or transportation for out-of-town examinees, assists with directions, etc.

· Processes mail, deliveries and shipments as needed.

· Participate in various educational and or training activities as required.

· Perform other duties as assigned.

Corizon Health: June 2011- November 2016
Clinical Coordinator/Medical Records Clerk.

· Handle a lot of sensitive and confidential information. 
· Prepare paperwork for hospital visits, making sure that labs, medication lists and/or other important documents are sent with the inmate to ensure he is properly treated.

· Coordinate with Hospitals and or Doctors’ offices to ensure that there aren’t any issues with patients appointments or breaches in confidentiality as inmates nor their families can know when/where appointments are
· Coordinate with security to ensure that inmates get to and from their appointments in a timely and safe manner

· Pick up any sick call slips inmates may put in requesting to get seen by doctors, social workers and/or nurses at their request (as needed). 
· Scan all paperwork returned from the hospital into the electronic medical records program
· Shred scanned paperwork to ensure patient information doesn’t get out. 
· Coordinate with release of information departments in order to get patient records for follow up care.

· Follow HIPAA Guidelines
Cafe Brodo: April 2012-August 2012 
· Handled the soups for the Day. 
· Pulled soups from walk in

· Set up the steam table and ensured that soups were up to temp before serving and remained that way throughout the day. 
· Was constantly on top of things in order to ensure a quality product. 
· Was a cashier, prepared sandwiches and prepped different things for the day
· Restocked items needed

· Cleaned bathroom and dining areas

· Helped out wherever I was needed.

Bobby’s Burger Palace: September 2010-June 2011 

· Cashier. 
· Opened/closed the restaurant, waitress, busser 
· Cleaned dining area, bathrooms

· Restocked items

· Helped to ensure that every customer was satisfied with their visit, by providing excellent customer service.

The original turkey: January 2010-August 2010 

· Closing supervisor. 
· Trained new employees

· Helped customers with their orders, washed dishes, and ensured that their experience was the best it could be. 
· Made sure that the store was closed properly and all nightly deposits were done if necessary. 
· Restocked items needed

· Cleaned work area

Potbelly Sandwich Works: August 2007-January 2010 

· Cashier
· Helped customers with their orders.
·  Ensured that the store was opened and closed properly depending on the shift I was scheduled for on any giving day. 
· Trained new employees when needed.
· Stocked Items needed

· Cleaned dining area

·  Prepped, washed dishes, and made sandwiches, salads, milkshakes as well as served soups and coffee. 
