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Dear hiring manager:
I have been with Associated Production Services Inc three years as a Program Specialist and as of July 2018 the current Associate Director. As a Program Specialist and Associate Director, I am responsible for maintaining a caseload as well as performing intakes to decide in individuals are appropriate for our program. I have been able to work with a variety of agencies throughout Bucks, Montgomery and Philadelphia counties ensuring our adults served are receiving the job skills and training they need to help them in the future to work toward competitive employment.  I have excellent organizational and communication skills, and I am experienced in using Microsoft programs, HCSIS, and EIM. I had the opportunity through APS to receive my certification as a Certified Investigator and have been able to apply those skills on several occasions. As well as working with APS I work per diem at NovaCare Rehabilitation as a Patient Service Specialist. My job including fielding phone calls, verifying health insurance benefits, assisting patients with benefit issues, scheduling appointments, billing, and other administrative duties.
Prior to working with APS, I was an Intellectual Disabilities Supports Coordinator with Penndel Mental Health Center. While in the position I assisted individuals and families to understand waiver services, monitored current services, facilitated ISP meetings, and ensured their ISP accurately reflected the individual.
I have had a past internship at the Bucks County Housing Group and feel I have a good background of resources and options for individuals needing services. While there I performed intakes to have individuals/families be put onto housing lists and help them with different resources to help them through their difficult transition.  I have a good understanding and knowledge of different programs, and a professional rapport with numerous provider agencies. I feel with my background in social work and mental health as well as my knowledge from being a Supports Coordinator would support me in being an effective case manager. Thank you in advance for your consideration.
Sincerely,
Julie Koefler
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