Vandary “Tommy” Moeun
41 Butterfield St 2nd Floor, Lowell, MA 01854
Cell: (978)221-0900 VTMoeun@yahoo.com

Objective: To obtain a full-time job position in the Healthcare profession utilizing my administrative,
      clinical and medical office coordinator skills.

Experience:
	
CBC Medical Center, Lowell, MA                                                                                                  2014-2014  
Medical Office Coordinator
· Proficiently worked with EMR/ECW
· Acted as the lead in daily operations of the office; ensured a safe/professional clinic 
· Assisted the Practice Manager in establishing, implementing, and monitoring office policies, procedures, and protocol; 
· attended organizational meetings
· Staff scheduling, weekly timesheets, clinician/staff coverage, payroll processing; closely monitored providers’ schedules
· Staff/provider communications on all matters related to patient care; scheduled patients’ appointments/walk-ins   
· Reviewed lab results to insure quick turnaround times 
· Referrals, diagnostic testing being booked within 48 hours of physician’s request
· Responsible for verifying insurance eligibility; billing support
· Medical Assistant support
· [bookmark: _GoBack]Interviewed, hired, trained/educated, disciplined, and terminated employees
· Provided performance evaluations/reviews of employees 
· Ensured medical equipment is in good working condition
· Responsible for ordering medical and office supplies; managed office monthly petty cash
· Assisted in preparation, and management of office budgets
· Monitored revenue cycles such as; collection of co-payments, making deposits daily, running ECW reports that support day deposit
· Approved/denied E-scripts daily
· Managed incoming/outgoing calls from patients/phone triaging of patient acute sick-visit

Merrimack Valley Pulmonary Association, Andover, MA                                                              2013-2014
Medical Assistant/Phlebotomist
· Responsible for rooming patients, taking vitals, injections, sterilizing lab, and exam room prep 
· Proficiently worked with EMR/ECW
· Performed EKG, phlebotomy, PFT’s and laboratory duties; entered lab test data in computer 
· Checked refrigerator temperatures, and logged

LabUSA Inc/CBC Medical Center, Lowell, MA                                                                             2007-2013
Phlebotomist/Medical Assistant
· Competently performed, EKG, phlebotomy and associated laboratory duties
· Checked temperatures in the refrigerator, and logged
· Wrote patients lab tests in login sheet/book, with dates and time
· Sterilized lab room with disinfected wipes
· Responsible for rooming patients, taking vitals, injections and exam room preparation
· Assisted with medical records such as; filing lab results and reports into patient charts
· Proficiently worked with EMR/ECW


Lahey Clinic, Haverhill, MA                                                                                                           2006-2007	
Medical Secretary
· Responsible for checking in/out patients 
· Answered telephone calls, and filing into patients charts
· Assisted rooming patients as needed 
· Called Patients for next day scheduled appointments

InterCept/Fidelity Information Services, Chelmsford, MA	                                                2004-2005
Data Entry Clerk 
· Responsible for preparing batches of checks, and balancing customers transactions
· Data entry

Walgreen’s Pharmacy, Lowell, MA                                                                                                2001-2002
Pharmacy Technician
· Verified written prescriptions or requests for refills
· Counted, measured or mixed medications
· Prepared and attached labels to containers; priced and filed prescriptions for review
· Counted inventory, entered data into computer, and stored incoming supplies
· Cleaned and sterilized pharmacy equipment according to prescribed methods
· Ran cash register

Education: 	

University of Massachusetts Lowell, Lowell, MA                                                                      2012-Present
· Pursuing my BS in Nursing, attending part-time

	Career Education Institute, Lowell, MA	                                                                          2004-2005	 
· Successfully completed a 900-hour Medical Assistant program focusing on all aspects of clinical and office procedures used in a medical office or hospital setting.  Curriculum includes classroom and hands-on instruction. Completion date 9-16-05.

	Middlesex Community College, Lowell, MA	                                                                      2004					 
Special Skills:  	Languages-Khmer/English, typing 85 wpm
References:	Available upon request


