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	Objectives

To work in an industry that focuses on promoting healthy lifestyles and higher quality of life.  To join a company that believes in equality in health for all.  My skills include an excellent attention to detail, diligent follow through, superior organizational and leadership skills, excellent interpersonal and communication skills and a strong work ethic.  I enjoy working in a team setting, and bring great enthusiasm to work every day.
Education

Metropolitan State University of Denver

Emphasis-Healthcare Administration 
Experience

Program Assistant | Children’s Hospital Colorado-Present
Responsible for the administrative and clerical support of a program within a large department. Provide primary administrative and clerical support for a department director or program chair.
Creates a worker-friendly environment that develops and realizes the full potential of the workforce. 
Manages financial details and processes for program.  Provides direction and support of program objectives.  Provides support for supply and other program business processes.
Financial Accountability: Responsible for personal use of resources, supplies and materials, tracking personal spending and submitting accurate expense reports.
Impact of Decisions: Short term decisions, impact usually limited to task related activities and immediate colleagues.

Judgment: Sets priorities for own work within overall guidelines; manages own workflow in cooperation with others.
Business Operations Coordinator | Children’s Hospital 

Colorado-2011-2014
Responsible for managing the business functions of the practice operations, including patient arrival/check-in, financial counseling services and check-out/follow-up visit coordination with a strong emphasis on independent decision-making, leadership and collaboration skills. 
Manages schedulers/call center and assist in training and development, monitor phone calls, update scheduling guidelines. 

Responsible for hiring and termination of employees, manage payroll, vacation, sick time.  Provides direction and support to Business Managers with scheduling objectives.  Provides support for supply and other program business processes.

Demonstrates the ability to provide strong and consistent direction for direct reports in planning, organizing, implementing and evaluating the business functions of the practice operations.

Ensures departmental and organizational initiatives are achieved in a fiscally responsible manner; utilizes independent judgment and knowledge of business operations to provide a direct interface with the organizations business support partners.

Skills

  Proficient with: Microsoft Word, Excel, PowerPoint, Outlook, Access, and QuickBooks.  

  Fluent in Spanish including both reading and writing.
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