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Deborah A. Hawkins, CPC
	Accomplishments
	
	Skill full and dedicated; with extensive experience in the coordination, planning, and support of daily operational and senior management functions.  Seeking a challenging position with the opportunity to excel and advance my career in healthcare.

	Skills & Abilities
	
	
· Administration:  Provide exceptional client relations support to peers and senior management.  Success streamlining detailed administrative and procedural processes that reduce redundancy, improve accuracy and efficiency to achieve organizational objectives.  Outstanding communications skills; continuously project a polished professional image.

· Customer Service:  Serve as initial point of contact for customers, vendors, and partners.  Educate customers and visitors regarding company services and products.  Manage company newsletter and website content.  Efficiently schedule appointments and promptly respond to inquiries via e-mail or telephone.

· Technical Skills:  Adept with Microsoft Office (Word, Excel, Power Point, Visio, Access, Publisher, Project Management) and accounting software.  Capable of handling multiline telephone systems; and typing 75 wpm with complete accuracy.

· Key Strengths:  Excel at developing strong relationships with staff, senior executives, and clients; strong record creating a positive first impression.  Highly organized and conscientious; entrusted by senior management with confidential materials.  Adapt quickly to new and evolving environments.



	Professional Experience
	
	Clinic Service Corporation, Denver, CO (1999-2014)
Client Relations Manager
Provide high-level client relations support to senior management of leading healthcare billing system with over $5.0 million in annual revenue.
Manage a wide variety of client relations functions, managing all director-level projects and information-management processes.   Prepare 100 day plans to meet the strategic objectives of senior management.  Prepare meeting agendas and carefully monitor all action items.  Manage the clients’ expectations throughout the on-boarding process.
On-board new clients with initial set up and coordinate electronic data interchange (EDI).
Coordinate and maintain business relations with insurance companies to facilitate implementation of company marketing strategy.
Design, coordinate, and manage artwork to facilitate implementation of company accounting strategy.

Executive Assistant
Assisted a wide variety of administrative functions, supporting director-level projects and information-management processes.  Compile and analyze data from final reports to prepare for senior management presentation.  Manage invoicing and billing processes for artwork and credentialing.  Prepare meeting agendas and assist with action items.
Design, coordinate, and manage artwork to facilitate implementation of company accounting strategy.
Coordinate and maintain training calendar for Human Resources to develop training seminars, creating promotional materials, and selecting guest speakers.
Promoted to Executive Manager in Client Relations within four years for furthering my education and demonstrating leadership qualities.

Physician Services
Served as point of contact; greeting customers and responding to inquiries.  Provided company informaton in person via e-mail, telephone; and training seminars.  Performed wide-ranging office functions such as maintaining proprietary database and composing correspondence to insurance companies for credentialing physicians.
Commended for initiating procedures and system manual that improved office efficiency.
Repeatedly recognized for efficiently executing multiple, competing tasks within dynamic, service-focused environment.
Promoted to Executive Assistant within three years for outstanding ability to quickly adapt to evolving customer and business needs.

Full-Charge Medical Bookkeeper
Managed revenue cycle with strict attention to detail.  Responsibilities for handling all aspects of medical billing and accounts receivable for Physician offices and clinics including: managing insurance and patient billing and collection by imputing patient information, coding, batching, posting and processing all charges, payments and adjustments, working in direct contact with physician offices, their patients and insurance companies, managing the accounts receivable through collections, deposit reconciliations and reports.
Demonstrated talent for quickly learning new tasks and completing assignments ahead of schedule while maintaining a high degree of accuracy.
Contributed substantially to reducing outstanding accounts receivables through improved appeals and collections process.
Promoted to Physician Services within two years for excelling in a fast-paced environment, continually taking on increased levels of responsibility. 

Valle del Rio Company, Inc., Boulder, CO (1993-1999)
Office Assistant
Provided full administrative support to senior management in general construction; with over $1.5 million in annual revenue.
Served as first point of contact; greeting customers and responding to customer and vending inquiries.  Performed wide-ranging office functions such as; updating and managing schedules, composing correspondence, and maintaining proprietary database.  Performed accounts receivable and accounts payable functions, payroll, and posted sales invoices.
Played key role in design of inter-office intranet, collaborating with Web developers to identify and define essential components of site functionality.
Improved processes for creating customer invoices to reduce overall timeframe for receiving payments.


	OTHER EXPERIENCE
	
	
Certified Professional Coder (2013 - Present)
AAPC Member (2013 - Present)
Society for Human Resource Management (SHRM) member (2011 - 2013)

	Education
	
	
Masters in Human Resource Management – Keller Graduate School of Management (2012)
Bachelors of Science in Health Care Administration - Denver Technical College (1998)
Associates Degree in Accounting/Information Systems - Heald Business College (1992)
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