	                                                      Naaz Memon

	9138 W Church Street          Des Plaines, IL, 60077                 847-602-4168           naazmemon87@gmail.com
QUALIFICATIONS 

 A business student who is devoted in finding a position to get hands on experience in the field.  I have worked with 
different types of people in all sorts of situations. Throughout high school, I did voluntary work for few different associations. Strong and decisive leader with excellent analytical, team building, and planning abilities. Deal with administrative duties competently. Over four years of experience working in diverse retail sales and maintaining excellent 
customer service skills. Skilled in areas of selling, organizing, and cashiering. Hardworking, people person, good motivator, energetic, and reliable; recognized for assuming additional responsibilities.


EDUCATION

     Oakton Community College (OCC)

                                          A.A
EXPERIENCE
Executive Assistant                                                                                                    Glenview, IL                                                                                    

Uropartners -                                                                                                                             May 2014 to Present

Schedule patient appointment in Aria and in Allscripsts.
• Enter all patient registration information into Aria (name, DOB, phone, etc.)
• Obtain insurance information from Allscripts and verify that we are contracted.
• Print all registration forms and send out to patient along with welcome letter.
• Print patient chart from Allscripts.
• Send a task to referring Urologist to notify of patient appointment.
• Obtain daily mail and distribute appropriately
• Order snacks/kitchen supplies as needed/ & Maintain stock in coffee bar area throughout the day
• Booking travel and hotel
• Complete FLMA paperwork/letters for patients as needed.

· Client Services Representative                                                                 Lincolnshire, IL
            Advanced Dermatology                                                                            Dec 13,2012- Nov 2013
· Welcoming patients and visitors by greeting patients and visitors, in person or on the telephone; answering or referring inquiries.

· Optimizing patients' satisfaction, provider time, and treatment room utilization by scheduling appointments in person or by telep

· Comfortings patients by anticipating patients' anxieties; answering patients' questions; maintaining the reception area.

· Educating patients of medical, and cosmetic treatments 
· Obtaining revenue by recording and updating financial information; recording and collecting patient charges; controlling credit extended to patients; filing, collecting, and expediting third-party claims.

· Contributting to team effort by accomplishing related results as needed.

· Care Coordinator




                                                  Glenview, IL
Illinois Bone & Joint Institute   Dec 2010- Current                                  Dec 27th 2010- November 13,2012 
· Phone Operator

· Registering New Patients/Establishes Patients into Computer System

· Collecting Co-pays, Balances, & Referring to Billing Specialists

· Updating and creating current charts for patients and doctors

· Ordering Supplies

· Workman’s Comp 

· Distributing mail

· Copying/Faxing

· Medical records/EMR experience

· Use of chartlogic, vision, centricity, emdat, etranscribe, escribe, 

· Knowledge of Windows XP, EMR, WORD, POWERPOINT,EXCEL, OFFICE

.
· Admin Assistant/ Receptionist   





Des Plaines, IL   
Weil Foot & Ankle Institute                                                                                 Oct 28,2009-Aug 13, 2010     
· Answering Multiple phone lines to make appointments for twelve doctors/fifteen locations

· Doing Patient Charts along with verifying insurance eligibility

· Entering charges by collecting Co-pays, balances, surgery payments and posting to patient accounts

· Rooming patients

· Checking in patients for accelerated rehab

· Ordering supplies

· Distributing mail

· Faxes

References Available Upon Request
