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Sharon Murchison

4011 O Street

Philadelphia, PA 19124
267-442-8499

TWNMURCHISON@AOL.COM
                                    
TECHNICAL SKILLS
​Microsoft Outlook, EPIC, Microsoft Word, Excel, PeopleSoft, Medical Assisting, Registration, Navinet, Promise, 
EXPERIENCE
Temple University Hospital Emergency Dept.  Part Time weekends only                                                                             Present               

Patient Interviewer Registrar

Collect all patient information, maintain daily schedule, Ensure 

all papers are properly filled out and input in system. Handle Inquiries and patient intake enter and verify that
all patient demographics and billing information correctly entered and verified at time of check in Pre-cert all Insurance Medicare, Medicaid and Private Insurance 
University of Penn Medicine/ Cardiovascular Surgery                                                                 2015    Present
Administrative Assistant

· Administrative Assistant/ Medical Assistant for Two Surgeons Interfaced with sales and accounting to ensure customer support agreements are properly entering vitals in Epic.

· Schedule all appointments and Procedure’s pre-cert all procedures and auxiliary tests

· Maintain Physicians Calendars

· Schedule Office Appointments, Travel Arrangements and Meetings

· Process Travel Reimbursements in Concur or paper request and Chrome River 
· Correspond with Patients, Physicians, and multiple offices via phone, email, and in person
 

Drexel Department of Surgery/Colorectal Surgery, Philadelphia, PA




    2010-2015 

Administrative Assistant 
· Administrative Assistant/ Medical Assistant for Two Surgeons 
· Schedule all appointments and Procedure’s pre-cert all procedures and auxiliary tests

· Maintain Physicians Calendars
· Schedule Office Appointments, Travel Arrangements and Meetings

· Process Travel Reimbursements

· Correspond with Patients, Physicians, and multiple offices via phone, email, and in person
Thomas Jefferson University Hospital, Philadelphia, PA 






     1994-2010
Administrative Assistant/Medical Assistant Department of Gastroenterology & Hepatology                                                                          
· Schedule appointments for the Center City and Voorhees offices.

· Schedule patients for procedures and follow through with the Endoscope schedule.
· Triage patients for office exams and procedures 

· Answer telephone in a prompt and courteous manner.
· Schedule tests for patients as directed by individual physicians (includes arranging tests at Jefferson and providing the patient with the paperwork).
· Collect co-pays and third party billing.

· Pre-certify upcoming procedures with insurance companies.

· Send test results as required to other physician’s offices.

· Schedule liver biopsy procedures in the short procedure unit and other various duties.
  










· Provide clerical and administrative support to (5) physicians and 10 fellows in the Division of Gastroenterology and Hepatology clinical practice.
· Internal/External contact with physicians, JUP practice employees, TJUH Personnel and administrators, vendors and patients.
· Download correct, print, copy and mail all transcriptions for physicians in a timely manner.
· Prepare and submit presentation material for speeches.
· Schedule all aspects of/for professional, academic or administrative appointments for conferences, travel arrangements for assigned Physicians.
· Answer telephones, resolve issues and distribute messages as appropriate in a prompt, courteous and helpful manner.
· Type research grants, proposals, manuscripts, patient reports and general correspondence.
· Locate library materials as needed.
· Other duties as directed by supervisor, which include ordering supplies for the Division.   ​

 

Health Association of Philadelphia, Philadelphia, PA                                                                                                            1991-1994
Medical Assistant
· Vitals, EKG, phlebotomy, patient exams and a wide range of various duties as assigned
Reference upon request
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