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Summary
Detailed, organized, and highly accurate business professional with a unique ability to successfully manage
multiple secretarial projects simultaneously.  Proven competencies as an Office Administrator with the ability to empower 
others and foster cohesive business environments.  Consistently leverage organizational capabilities to facilitate well-run, 
and streamlined office operations.  Deliver outstanding results, leading to increased levels of responsibility and
recognition.  Well-developed interpersonal skills to work effectively with people from diverse professional and cultural
backgrounds.
Administrative Skills
      
	Records Management/EMR
	Spreadsheets/Reports
	Typing 55 wpm

	Database Administration
	Kronos Proficient
	Taleo Proficient

	Front Desk Reception
	Scheduler
	Time Management

	MS Office Proficient
	Epic Proficient
	Banner Proficient


Experience
[bookmark: _gjdgxs]ADMINISTRATIVE ASSISTANT | MONARCH STAFFING TEMP. AGENCY | JULY 2017- PRESENT
· [bookmark: _30j0zll]TRANSITION FROM PAPER CHARTING TO ELECTRONIC MEDICAL RECORDS
· CREATING, CANCELING APPOINTMENTS, VERIFYING INSURANCE ETC. THROUGH EPIC
· CREATED CLASSES FOR DEPARTMENT CHAIRMAN
· REGISTERED STUDENTS FOR CLASSES
· TYPED DOCUMENTS SUCH AS CORRESPONDENCE, DRAFTS, MEMOS, AND EMAILS, AND PREPARED REPORTS FOR MANAGEMENT
· SCHEDULE TRAVEL ARRANGEMENTS FOR SUPERVISOR AND VISITORS
· [bookmark: _1fob9te]COORDINATING ALL MEDICAL RECORDS FUNCTIONS, DELEGATE WORK FLOW AND MONITOR ALL WORK FLOW
· [bookmark: _3znysh7]CONSISTENCY IN EMPLOYEE TRAINING
· [bookmark: _2et92p0]COORDINATING EMPLOYEE SCHEDULE
· DEMONSTRATES ABILITY TO LEARN ORGANIZATIONAL PROCESSES, WORKFLOWS, POLICIS AND PROCEDURES OF VARIOUS COMPANIES
· Manage receptionist area, including greeting visitors and responding to telephone and in-person requests for information
· Execute secretarial and administrative assignments of a complex and confidential nature and relieve management of clerical work, administrative, and business details as necessary.
· Screen telephone calls and mail, to increase efficiency of administration
· Maintain documentation to support school accreditation, licensure and financial audits
· Provide direct support for the Director of School Operations, such as correspondence, scheduling, ordering and clerical duties.


ADMINISTRATIVE ASSISTANT | FRESENIUS MEDICAL CARE | MARCH 2016- JULY 2017
· Executed secretarial and administrative assignments of a complex and confidential nature and relieved management of clerical work, administrative, and business detail as necessary.
· Set up, maintained official department filing system, record management, databases
· Prepare memos, correspondence, agendas, minutes, and policy explanations
· Assembled budgets and tracking budget expenses and variances, Payed and tracked invoices
· Perform monthly audits on patient records to keep in compliance with Medicare
· Screened telephone calls, and mail, scheduled patient appointments, and coordinating meetings (Internal or external)
ADMINISTRATIVE ASSISTANT | PHILADELPHIA MENTAL HEALTH CENTER | JULY 2013- OCTOBER 2015
· Responsible for timely documentation of clinical information in the patient record
· Designed electronic file systems and maintained electronic and paper files
· Served as central point of contact for all outside vendors needing to gain access to the building
· Planned meetings and prepared conference rooms
· [bookmark: _tyjcwt]Wrote reports and correspondence from dictation and handwritten notes
· Dispersed incoming mail to correct recipients throughout the office
· Managed daily office operations and maintenance of equipment
· Scoring test assessments for evaluations

 

.
Education
DIPLOMA | 2008 | KAPLAN COLLEGE
· Major: Medical Assistant
· Graduated Magna Cum Laude
· HIPPA Training Certificate
· Completed 160 hours of supervised externship
DIPLOMA | 2005 | UPPER DARBY HIGH SCHOOL
· Major: General Studies
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