MARTHA E. HUNTER
207 N. 25th Street
Richmond, Virginia  23223

804-648-4407							                              marthahunter99@yahoo.com

SUMMARY

Highly accomplished administrative assistant with over thirteen years of experience providing support to strategic members of corporate leadership teams within the health care management and transportation industries. Most recently worked with hospital directors by performing audits of specific processes, policies and procedures. Additional experience as a proven and versatile member of various field surveillance and analyst teams within an environmental regulatory agency.  Diverse work experiences cultivated the development of strong organizational skills, excellent oral and written communication skills, and well-defined attention to detail.  Able to establish rapport and credibility with diverse groups ranging from citizens to laborers to executives.

● Microsoft Outlook	● Excel		●Word		●PowerPoint	     ●CACTUS


PROFESSIONAL EXPERIENCE	

ANTHEM BLUE CROSS AND BLUE SHIELD, Richmond, Virginia  
Credentialing Specialist Senior								  2009 - 2011
· Responsible for oversight and implementation of hospital audit process for delegated physician providers in Virginia, West Virginia, Maryland, and Washington, D.C.
· Ensured compliance with NCQA standards for delegated providers.  
· Maintained assigned delegated provider updates to departmental computer database.
                                          
Executive Administrative Assistant 								    2005 –  2009	
· Supported Vice-President, Enterprise Portfolio Management Office, Vice-President and Chief Financial Officer, Health Solutions, and Vice-President of Managed Care Operations, Behavioral Health, and Pharmacy.
· Responsible for oversight and review of departmental vacation requests, check requests, office supply requisitions, timesheets, and expense reports.
· Scheduled and coordinated appointments, meetings, and travel arrangements.
· Initiated training program for departmental administrative assistants regarding expense report submittals, resulting in consistency, completeness, accuracy, and compliance with corporate policy.
· Identified trends and patterns of executive expenditures through expense report audits resulting in overall cost savings to yearly departmental budget.
· Established and maintained confidential files.
· Interacted daily with company executives as well as internal and external physicians.

Executive Secretary 										      2001 – 2005
· Supported Senior Vice-President/Chief Medical Officer, and Vice-President, Medical Informatics and Pharmacy.
· Scheduled and coordinated appointments, meetings, and travel arrangements.
· Collaborated with Senior Medical Director in developing and executing highly successful fundraising campaign for annual Virginians Improving Patient Care & Safety symposium.
· Developed Virginians Improving Patient Care & Safety database for tracking sponsorship donations which exceeded $175,000 annually.
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Secretary 										                  1999 – 2001
· Supported Director of Quality Improvement and the Quality Improvement Department.
· Transcribed minutes for various in-house and external physician-supported committees chaired by the Quality Improvement Department.
· Designed, implemented, and managed departmental library of company documents including policies and procedures, minutes, and reference materials as mandated by outside accrediting organizations.

Administrative Assistant 									      1999 – 1999
· Supported Director, Medicare HMO Program and the HMO claims team.
· Involved in project management programs by writing and editing communication materials.

HIGHWAY SERVICE VENTURES, INC., Ashland, Virginia                                                        
Administrative Assistant									      1996 – 1999
· Supported President and Vice-President/Chief Financial Officer.
· Developed bidding programs for vendors to secure services and products on behalf of this company, as well as eight sister franchisees.
· Initiated development, design, and implementation of company newsletter resulting in improved communications between company subsidiaries.                             

THE CLOCK TOWER RESTAURANT AND CLUB, Richmond, Virginia		                
PARAGON RESTAURANT AND CLUB
Public Relations Assistant									       1995 - 1996
· Supported General Manager and Banquet Manager.
· Assisted with selling and promoting the clubs’ special events facilities to the public.
· Designed, compiled, and distributed informational literature relative to banquet and catering services.
· Created and composed weekly advertising layouts for promotional purposes.

VIRGINIA DEPARTMENT OF ENVIRONMENTAL QUALITY, Richmond, Virginia             
Environmental Program Analyst 							                   1994 – 1995
· Interpreted and implemented the Petroleum Underground Storage Tank Financial Responsibility Regulation.
· Audited reimbursement claims for completeness, accuracy, and compliance with agency regulation.

Environmental Specialist A 								                   1988 – 1994
· Served as initial point of contact for receiving and evaluating pollution complaint events within the Commonwealth of Virginia.
· Created and maintained statewide databases, tracking over 2,000 cases annually, relative to ground water and surface water pollution incidents.
· Promoted to position after progressing through technician roles focusing on surveillance and sampling activities of State waters for region encompassing twenty-six counties and municipalities.


EDUCATION
BA, Art/Biology, Mary Baldwin College, Staunton, Virginia
