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Career Overview

Committed and motivated Administrative Assistant with exceptional customer-relation and decision-making skills. Strong work ethic, professional demeanor and great initiative.

Skill Highlights

	
	Administrative support services specialist
	
	HIPAA compliance

	
	Self-starter
	
	Insurance eligibility verification

	
	Attention to detail
	
	Medical terminology

	
	Microsoft Office skills
	
	Quality assurance






Core Accomplishments

Operations

 	Collaborated with management of program offices to ensure smooth work flow and efficient organization operations. 

 	Accountable for all operations of busy office, including regional call center administrator duties for 17 states. 

Reporting

 	Maintained daily, weekly and monthly status reports to provide management with updated information for client projects. 

Training

 	Successfully trained staff in all office systems and databases, policies and procedures while focusing on minimizing errors and generating superior results. 

Policy Development

 	Developed and implemented employee manual outlining all proper business procedures and office policies. 

Professional Experience  

Account Administrative Representative

October 2010 to February 2012

Kaiser Permanente Health Foundation – Denver, Colorado

I performed accounts receivable duties including invoicing, cash application, researching charge backs, discrepancies, issuing credit memos, reconciliations and responding to customer requests for documentation. Provided efficient customer service to clients and researched aging reports including reimbursements which were 90 days in arrears status.

Support Services Specialist

July 1998 to December 2009

U.S. Department of Housing and Urban Development – Denver, Colorado

Planned and executed all aspects of office headquarter move consisting of 350 employees.

Improved communication efficiency as primary liaison between departments, clients and vendors. Maintained detailed administrative and procedural processes that reduced redundancy and improved accuracy and efficiency to achieve organizational objectives. Consistently praised by management for the quality and timeliness of reports, attention to detail, exemplary customer service delivery and team-player attitude. Excelled within deadline-intensive environment, ensuring accurate and on-time completion of all projects. Liaised with vendors to order and maintain inventory of office supplies.

Education

University of Colorado

Denver, Colorado, USA

Business Administration Ethics

Coursework included: Business Administration Ethics in Technological Societies, English and American Literature, Speech and Communication, Sociology and Psychology

Related coursework: Microeconomics and Macroeconomics, Constitutional Law

University of Colorado

Boulder, Colorado, USA

Mass Communications

Coursework included: Broadcast Journalism, Radio and TV practicum, Editorial Writing and Editing, Feature Writing

 	










