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Objectives
To find a position in which I can utilize my excellent organizational, multi-tasking, and interpersonal skills with a company that is looking for the ideal candidate to add to their staff.  I am a team player that also has no difficulty in completing tasks head on and independently.
Education
Greater Boston Association of Realtors
May, 2014     Licensed Salesperson
Worcester State College
June, 2005    Certificate, Medical Terminology and Transcription
Medford High School
June, 1985     High School Diploma
Experience
A Step Ahead Prosthetics & Orthotics| 21 A Street,  Burlington, MA 01803
Patient Care Coordinator:  Reception  September, 2018 -present
· Front desk face welcoming patients and clients.
· Obtaining and verifying patient demographics and information.
· Maintenance of paper and electronic files.
· Answering incoming calls and addressing appropriately or referring call to appropriate staff member.
· Receiving patient payments and forwarding to appropriate staff member.
· Creating and maintaining all appointments.
· Contacting patients while going through insurance approval process and ensuring all requirements are met.
· Providing documents and literature in the care of prosthetic devices.
Mystic Valley Elder Services
 | 300 Commercial Street, #19, Malden, MA 02148
Site Coordinator March, 2016-February, 2018
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·  
· Maintain all records pertaining to food receiving, handling, and serving.
· Maintain and track reservation sheets.
EXIT Family First Realty | 21 Middlesex Avenue, Suite 101, Wilmington, MA 01887
REALTOR® January, 2014 - present
· Licensed agent working with buyers and sellers through the home buying and selling process.
· Maintain client confidentiality.
· Create and maintain Excel worksheets, Word documents.
· Create and maintain entire transactional information, documents, deadlines.
Winchester Hospital | 41 Highland Avenue, Winchester, MA 01890
Radiology Transcriptionist-Home based June, 2007-June, 2010
· Responsible for correctly transcribing dictated imaging and vascular reports within required 24-hour turnover period.
· Created and maintained productive work environment, while working from home, ensuring timeliness, accuracy, and efficiency of the confidential patient medical record.
· Organized and maintained a manual of policies and procedures regarding report coding and department policies.
· Exemplified the values of Winchester Hospital and their philosophy of maintaining the highest quality healthcare.
· Participated and maintained continue education in the fields of medicine, technology, English usage, and transcription practices.
· Shared knowledge and input with colleagues.
LDG Management Company | Wakefield, MA 
Administrative Assistant March, 1997-November, 1998
· Administrative Assistant to two international Chief Executive Officers, one of the Actuarial Department and the other of the International Business Department.
· Created and maintained Outlook database of global contacts.
· Assisted staff in the Actuarial Department with maintaining Actuarial data and files.
· Initiated, arranged, and completed all travel itineraries, financial responsibility documents for global travel, and conference schedules for Executive Officers by creating a file for each trip after arrangements were finalized with travel department, with the Chief Financial Officer, and through email.
· Confidentiality maintained at all times, as I often times was privy to knowledge and information not for general consumption.
J.B. Sullivan, Jr. Construction | Bedford, NH 
Administrative Assistant October, 1996-March 1997
· Managed construction project documentation and files.
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·  
· Answered multi-line telephone, routed calls, and took accurate messages.
· Performed faxing, photocopying, and filing duties.
· Created marketing packets for the marketing department for upcoming sales meetings.  Responsible for picking up completed construction/architectural designs at printers.
Donald S. Pierce, M.D., P.C. | Massachusetts General Hospital, Boston, MA Office Manager November, 1989-June, 1996
· Promoted from a field of four candidates to Office Manager.
· Provided continuous, high quality support to orthopedic surgeon in solo practice.
· Coordinated schedule, appointments, and travel arrangements.
· Answered multi-line telephone, routed calls, and took accurate messages.
· Managed all business accounts payable and receivable, as well as personal accounts payable.
· Responsible for all medical coding, billing, and recovery.
· Performed faxing, photocopying, and filing duties.
· Coordinated surgeon’s inpatient and outpatient schedule.
· Tracked monthly expenses and created monthly reports for business accountant.
· Managed office staff of one.
· Mediated conflict between patients and staff and helped alleviate patient stress utilizing diplomacy and humor to resolve issues.
· Responded to patient, staff, and physician needs and provided additional support when necessary.
· Responsible for picking up completed construction/architectural designs at printers.
Donald S. Pierce, M.D., P.C. | Massachusetts General Hospital, Boston, MA Medical Secretary November, 1987-November, 1996
· Maintained patient and legal schedules.
· Answered incoming calls and took accurate messages.
· Maintained office supplies and medical supplies.
· Sorted mail, faxed, and photocopied documents.
· Transcribed patient medical records, operative reports, and medico-legal opinion letters.
· Strict patient confidentiality maintained at all times.
