Kimberly T. Warren
6265 Old York Road
Philadelphia, PA 19141
Kim_t_warren@yahoo.com
586-322-8964
Excellent experience interfacing with the public sector, providing outstanding customer service by utilizing professionalism and my education background.  In additionally, seeking a position in a growing environment that would allow me to serve as a key member of the team player in any organization. 
Education

Everest Institute – Medical Administrative Assistant

Dearborn, MI

2011-2012

1 ICD-9-10, CPT, HCPCS Billing & Coding

2 Body Vitals

3 CPR, HIPAA, & OSHA Certified

4 Medical Terminology

Roxborough High School – Business Academy


Philadelphia, PA

1991-1995

Computer Skills

Advance Microsoft Office (Word, Excel, Access, Outlook, and PowerPoint); EMR, CRT, Orchard COPIA, Centricity, Omniweaver, APRIMA, Premier Radiology
Work Experience
US Medical Management/VPA
Operations Office Support

9/2016-present
· Create mailing packages for at-home lab testing to members eligible based on non-compliance of health screenings.

· Established effective procedures and standards to improve LAB2U at-home test delivery

· Generated Vendor Reporting (Health Plan Checks & Balances) for LAB2U Program 

· Input patient’s lab test results into Centene Operations Portal as well as COPIA for accurate reporting.

· Conduct training on Centene Operations Portal to support department efficiency 






Scheduler



9/2015-9/2016
· Retrieve doctor orders from Aprima to schedule for appropriate services within the state of Ohio, which may consist of ultrasounds, x-rays or EKG’s 
· Conducted outbound communications with both member and internal partners

· Effectively communicated all members results to either the member’s Primary Care Physician or the Patient Care Coordinator  
The Guidance Center

Support Staff II



4/2015-9/2015
· Properly prep patient charts, treatment plans, and other necessary documents needed for patients visit to the physicians

· Effectively communicate and transcribe accurate messages for all patients

· Welcomed all returning and new patients to the center as well as routed them to appropriate therapist or case manager.

· Managed and led the conversion initiative to updated patient record system from paper charting to EMR system
The CORE Institute


Front Office Representative

8/2013-6/2014
· Provided office support to 11 Orthopedic Surgeons by accurately check patients in and out, obtain new as well updated all patient demographics, verified insurance and referrals, collected co-pays and past due balances, scheduled return and new appointments.

· Assisted with the organization of clinic work flow.

· Comforted patients who were coming in the office for post operated surgery.

· Trained new hires on the software utilized in the office,
Oakland Medical Group

Externship & Medical Receptionist
04/2012-09/2012

· Provide medical administrative support to facility of 7 internal medicine physicians

· Answered a multi phone line system and transcribed appropriate messages via Task Manager.

· Updated patient information as well as scheduled patient visits and approach testing 
· Verified all patient medical insurance

· Process patient payments, co-pays and past due balances
· Process patient medical history request for record updates
Coleman Hall


Administrative Assistant


02/2004-10/2004

· Provide executive support to the Director and Deputy Director of the Facility
· Develop and coordinate the office filing systems to accurately maintain 200 residences data
· Process all documentation to assure ACA Accreditation compliance
· Manage and process company payroll, capital purchases, generate and maintain office equipment
Philadelphia Gas Works

Administrative Assistant


08/2002-02/2004

· Provide executive-level support to the Director of Information Technology/Product Development and 30+ direct reports with a demonstrated ability to improvise, improve procedures, and meet demanding deadlines 
· Served as a liaison between all impacted departments to ensure proper communications and reporting practices
· Plan and coordinate departmental luncheons and develop presentations for related on-site meetings
· Coordinate and maintain weekly attendance and annual vacation records on 30+ departmental employees as well as process weekly payroll
· Organize the details of special events, travel arrangements, departmental agendas and itineraries
· Manage departmental purchases, direct vendor relations, generate and maintain equipment tracking records
· Transcribed minutes in staff meetings and performed other administrative duties as assigned 

