Vanessa R Floyd
1800 Graham Avenue, Apartment #135
Saint Paul, Minnesota 5116
612-224-5925
NessaRae121@yahoo.com

Objective
An administrative position leading to management responsibility

Job History/Duties

Health Unit Coordinator			Part-time
· Fairview Ridges Hospital
Burnsville, MN
Start Date: 2/2014-Present

Provide all clerical support to the Emergency room department; such as, receiving patients, maintaining patient files, and operating the domiciliary living units, or work administering or advising on medical record systems, or work maintaining medical records. Enter/release routine & STAT lab and radiology orders. Physician transcription. 

Medical Support Assistant			Full-time
· VA Southern Nevada Healthcare System
North Las Vegas, NV
Start Date: 11/2012 – Present
Provide all administrative support to the enrollment & eligibility department. Provide enrollment/admissions support for the Air Force Base and VA Hospital emergency departments. Updating financial, insurance and demographic information.




Administrative Assistant			Full-time
· Gillette Children’s Specialty Healthcare
Saint Paul, MN
Start Date: 12/2010 – 11/2012

Providing all administrative support to nurse manager  and staff of the Surgery Department. Provide high-level administrative support by conducting research, preparing statistical reports, handling information requests, and performing clerical functions such as preparing and proofreading correspondence, assisting with timecards, arranging conference calls, and scheduling meetings. May also train and supervise lower-level clerical staff.


OR Clerk					Per Diem/Casual

· Regions Hospital
Saint Paul, MN
Start Date: 6/2010 – 11/2010

Providing all administrative support to the Surgery Department patients and staff. Checking
[bookmark: _GoBack]in patients, updating patient information, Operation of Navicare program, staffing, messages, surgical procedures and updates. Coordination with surgeon offices to verify availability of patient care documents (H&P, Procedural orders) Coverage of multiple care areas within surgical service areas

Medical Support Assistant 			Full-time
· VA Medical Center
Minneapolis, MN
Start Date: 06/2007 End Date: 7/2009 Full-time
Verifying eligibility & benefits for all new patients. Schedule, cancels, and re-schedule both patient appointments and/or consult requests. Make conference room reservations. Creating and distributing department meeting minutes. Managing clinic staffing & physician block times. 

Education
Degree: BA Business Management 
College of Southern Nevada   1/2013 – 12/2014
Additional Skills/Qualifications
	Ability to demonstrate sensitivity to cultural diversity.
	Organize the work environment and prioritize work assignments.
	Ability to communicate effectively in both writing and verbal communications.
	Ability to multi-task in a fast-paced work environment.
	Ability to resolve customer service related complaints.
	Ability to work independently and address problems with little direction.

Software Experience
· VISTA/CPRS
· EPIC	 
· AMION                
· MS Access
· Lotus Notes		     
· NextGen	         
· Sharepoint
· Microsoft Office Experience (Outlook, Word, Excel, Access) 
· MS Visio		
· MS Publisher		


