
ERICA LYLES
2321 Orthodox St, Apt 1A, Philadelphia, PA 19137 H: 267-770-5652  ♦  Ericalyles2@gmail.com

PROFESSIONAL SUMMARY
Efficient Coordinator skilled in tackling administrative and consumer-oriented tasks in a fast-paced environmentto provide the best and most accurate care and work for the company. Professional,well spoken representativelooking to bring comfort and results to the mind of all encounter.
SKILLS
Microsoft office knowledgeable	Conflict resolutionEffective communication	Consumer/family focusedTime management	Case planning
WORK HISTORY
Intake Coordinator, 11/2016 to 12/2017Helping Hand Home Health and Hospice – Philadelphia, Pennsylvania
Provide all information and requirements about the services the agency provided.Compile potential consumers information regarding demographics,basic symptoms and treatmenthistory,medical provider and insurance information to submit and begin the referral process with the properagency.Maintain follow-up communication via emails,fax,phone call to all parties involved in the referral processincluding but not limited to Dr. offices,consumers,Maximus,PCA family or friends of consumers.See the referral process through till the end and confirm the consumers commitment to the agency.Keep track of all incoming referrals ,source and type of referral.Report intake numbers for the company on a monthly basis via spreadsheet.
Referral Specialist, 04/2016 to 10/2016Patriot Home Care Inc. – Philadelphia, PA
Contact and verify all potential consumer demographicsDocument and open new communication log in a electronic data base for each referral.Submit information to proper agency to start the referral process and maintain a open communication withconsumer and agency to see the process through until consumer is either approved or denied.

Once consumer is approved for services document their current commitment to the agency and close thereferral.
Shipping Receiving Clerk, 02/2013 to 04/2014Interstate Blood Bank Inc – Philadelphia, PA
Maintain all daily supply and shipping logs, along with all daily supplies needed through out the day.Prepare all shipping supplies and area for daily usage.Verify all shipping labels, and packing were done correctly.Record all incoming inventory manuallyMaintain orderly inventory closet and log of supplies and distribution.
EDUCATION
High School Diploma: 2003Martin Luther King High School - Philadelphia, PA
