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PROJECT COORDINATOR/MANAGEMENT

 An Administrative Professional seeking a career in Project Management. Highly organized, efficient and skilled in a variety of office support tasks, including:
 
· Special Project Management and Coordination	
· General Bookkeeping (A/P & A/R) 
· Telephone & Front Office Reception
· Scheduling & Calendaring

· Records and Database Management
· Meeting and Event Planning
· Spreadsheets & Reports
· Filing & Data Entry (40 WPM)


EXPERIENCE

Scheduling Coordinator - Jan 2010 - Present
Texas Health Resources— Plano, TX

· Special Projects Manager and Coordinator  
· Schedule Ancillary and Breast Center Patients in Citrix (PHS)
· Perform ICD-9 and CPT Code verifications in Claim Trust/ Medessary Application, relay 
· Maintain Microsoft Outlook Calendar and Scheduling Mailboxes 
· Schedule online appointments through Venali and SOARS Applications
· Managed communication with Radiology Staff, Physician Offices, Patients, Departmental Supervisors, Managers, and Director.
· Interfacing with Customer Service, Hospital Operations, in planning, scheduling, and ordering desired appointments
· Resolve Customer conflict 
· Assist in analyzing  current and  historical data to ensure proper data and availability to customers
· Monitor customer orders and relay changes to proper departments
· Receive and input orders, analyze for accuracy, and schedule to best fit needs of customer
· Negotiate dates and exceptions for all concerned parties and relays changes

 Administrative Assistant - December 2003 – December 2009
Piedmont Hospital — Atlanta, GA

· Managed Administrative Services for Medical Director of Radiation Oncology, Director of Radiation Oncology, Physicians, and Operations Manager
· Coordinated and Managed Departmental Special Projects and Events
· Interfaced and supported internal and external customers
· Input Daily Patient Charges
· Managed Room  accommodations and  external badge requests
· Maintained all printer, copier, and stationary supplies for department
· Assisted with cost management by making sure department cost were under budget each month.
· Resolved outstanding billing issues with facility and vendors 
· Processed Departmental Supply orders and paid invoices 
· Maintained patient scheduling and registration in ARIA and STAR Systems 
· Organized all Departmental Vendor Meetings and Luncheons
· Transcribed and distributed correspondence from Radiation Oncologists
· Maintained Departmental Records and files. Maintained HIPPA Regulations and JCAHO Standards. 
· Created and maintained monthly Budgetary Reports

Admissions Assistant – June 2003 – December 2003
University of Texas at Dallas – Dallas, TX 
· Responsible for successfully uploading all online applications from database. Created and maintained database to track application process
· Contacted Students to provide missing information
· Processed payments for online admissions
· Reported directly to manager of department for evaluation and QA

BCBS of Texas – Dallas, Texas – Medical Insurance Provider
Master Clerk III – February 2002 – June 2003
Served as a data entry specialist in the Utilization Management department, and reported directly to the department Director.
· Received and reviewed applications from hospitals and ancillary facilities for new provider identification numbers
· Verified applications for accuracy
· Created and maintained spreadsheet database on team shared data drive
· Displayed daily team building and customer service to all internal customers. 

Radiology Receptionist – March 2000 – March 2002
Grady Memorial Hospital – Atlanta, GA – Hospital
· Successfully implemented Radiology Float Pool Schedule
· Scheduled patients for ancillary Radiology procedures
· Responsible for patient check in and registration in ED and Pediatric treatment areas.

EDUCATION
Bachelor of Business Administration, Expected Graduation: July 2013
American InterContinental University, Hoffman Estates, IL

