                                          Nadirah .K. Salaam
 5812 Malvern Ave 
    Philadelphia, PA 19131-3003
267-274-7618 (C)
   Nadirahsalaam111@yahoo.com
SUMMARY OF QUALIFICATIONS:
     7 years as a Administrative Assistant/ Receptionist with Billing and Customer Service 
     Type (65 wpm) Medical Terminology, Dictation
     Microsoft Word, Microsoft Excel and Outlook,
PROFESSIONAL EXPERIENCE:
NUR Academy, Philadelphia, PA
Parent Liaison/Admin

February 2017 – February 2019
Responsibilities include coordinate all student therapy sessions. Act as a liason between the school district and parent. Facilitate all IEP meetings, parent-teacher meetings and professional development meetings. Compose and send out all school reminders and invoices for parents. 

CHILDRENS HOSPITAL OF PHILADELPHIA

Access Service Specialist

May 2016 – February 2017
Perform all responsibilities related to (PSR) patient service representative, greeting patients and families, collecting demographics and insurance information schedule appointments for two departments Physical/Occupational Therapy at the main & satellite centers using Epic. Cover front desk arrive incoming patients page all therapist.
NUR Academy, Philadelphia, PA
Day Care Assistant
October 2012 – April 2016
 Maintain a safe and healthy environment by scheduling and documenting all trainings for staff. Answering calls from prospective clients and hold intake interviews in addition to assisting with learning activities throughout the day. Maintain working relationships with clients to help foster community like atmosphere.
  
Law Offices of Craig L. Thorpe P.C., Philadelphia, PA   
Legal Secretary/Assistant Office Manager
April 2009- August  2012
Responsible for preparing and filing all legal documents such as complaints, motions, summonses, and subpoenas from draft or dictated text. Scheduled clients’ appointments, arbitrations and depositions and answered multiple phone lines, ordered office supplies. Typed and processed general letters.
EDUCATION:
 Overbrook High School, Philadelphia, PA
High School Diploma in Academics
Reference upon Request
