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PROFESSIONAL OBJECTIVE

Obtain a position in the healthcare industry to utilize my technical and managerial skills to lead the organization in meeting their goals and objectives.
SKILLS

· Experience in multi-faceted administrative and management disciplines.   Strong organizational and communication skills.  Ability to ensure that facility complies with requirements of all regulatory bodies.  Able to assess “big picture” by performing appropriate planning and implementation of procedures for facility management and growth.

· Financial management experience in areas of budget management and projections, accounts receivable, accounts payable and purchasing.  Able to perform financial reporting and maintenance of computerized statistical records.  Ability to negotiate contracts as needed for functionality of the facility.

· Ability to manage office personnel, and enforce appropriate policies and procedures.  Able to establish appropriate internal organizational lines of communication by delegating authority and accountability.  Strong teamwork skills.
· Strong communication and marketing skills to promote services of facility.  Ability to participate in professional and community organizations to promote public relations with community regarding health care.

· Experience with word processing, spreadsheets and on-line systems, i.e., Advantx, MAS200, HCA’s AP and accounting systems (SMART & HOST), Kronos, PayChex Online and Medibis.

EXPERIENCE

Red Rocks Surgery Center, Golden, CO

Business Office Manager

April 2011 to Feb. 2013
 Prior to the facility opening, assisted the Administrator with implementing policy and procedures, compliance plan, Medicare certification, State licensure and AAAHC accreditation, and physician and allied health credentialing; completed the applications for the managed care payors.  Responsible for the computer set up and staff training on the software.  After opening the facility, primarily responsible for managing all aspects of the Center’s business office, including

Supervisory – Direct supervision of 6 non-clinical personnel including, orientation and evaluation, ensuring all business functions are performed per 
policy, such as coding, billing, and inventory.  Participate in quality assurance and risk management and the Medical Advisory Committee.  Establishing physician relationships and promoting an atmosphere of teamwork and service excellence. 

Human Resources- Responsible for maintaining personnel files for 40+ staff; complete payroll process through Kronos online; Coordinate open enrollment benefits with Corporate HR and staff; coordinate and complete annual staff education, competencies and compliance training.

Financial Responsibility – Accounts receivable and accounts payable, overseeing the monthly financial reporting to corporate accounting, analyze the facility’s revenues and case costing, and work closely with the Administrator and Nursing Director.  

Clear Creek Surgery Center, Wheat Ridge, CO

Business Office Manager



November 1, 2004 to April 2011











Prior to the facility opening, assisted the Administrator with implementing policy and procedures, compliance plan, Medicare certification, State licensure and AAAHC accreditation, and physician and allied health credentialing; completed the applications for the managed care payors.  Responsible for the computer set up and staff training on the software.  After opening the facility, primarily responsible for managing all aspects of the Center’s business office, including
Supervisory – Direct supervision of 5 non-clinical personnel including, orientation and evaluation, ensuring all business functions are performed per policy, such as coding, billing, and inventory.  Participate in quality assurance and risk management and the Medical Advisory Committee.  Establishing physician relationships and promoting an atmosphere of teamwork and service excellence. 
Human Resources- Responsible for maintaining personnel files for 40+ staff; complete payroll process through PayChex online; open enrollment benefits; Coordinate and complete annual staff education, competencies and compliance training.
Financial Responsibility – Accounts receivable and accounts payable, overseeing the monthly financial reporting to the accountant, analyze the facility’s revenues and case costing, and work closely with the Administrator and Nursing Director.  
Other responsibilities – Assisting MedExec with other projects including, The Urology Surgery Center and Red Rocks Surgery Center.  
Pluris Healthcare, Lakewood, CO
Multi Facility Business Office Director





June 2003-October 2004




Responsible for the business office implementation and assisted with opening four ambulatory surgical centers within one year.  Duties included  establishing policies and procedures, compliance plan, Medicare certification, State licensure and AAAHC accreditation; Responsible for the computer set and up and staff training on the software; Assisted with the credentialing of physicians and completed the applications for the insurance contracts.  Hired and trained all business office personnel; managed one facility and was a support person to the other business office managers.  Oversaw the monthly financial reporting to the CFO for all centers and performing monthly business office audits to ensure office goals were met; Analyzed the facilities revenues and case costing; Managed all aspects of the business office including: physician relations, scheduling, block time, coding, billing, accounts receivable, medical records, payroll, accounts payable, inventory and marketing.  Worked closely with the clinical director, physician advisory board and Management Company on day-to-day operations.

Lakewood Surgical Center, Lakewood, CO 

Business Office Manager



June 1995 – June 2003










Responsible for the management of the business office at Lakewood Surgical Center; Direct supervision of 8 staff employees, managed accounts receivable, accounts payable, inventory, payroll, surgery scheduling, marketing and financial reporting; Interacted with the Center Administrator and Corporate CFO providing financial reports, including long-range planning; Responsible for compliance for the facility accreditation providing appropriate policies and procedures to meet specified AAAHC guidelines.

EDUCATION

2008
Certified Administrator Surgery Center 

1995
Bachelor of Science degree in Management/Human Resources – Colorado Christian University, Lakewood, Colorado
ADDITIONAL TRAINING

Completed course work in the following:  accounting, medical stenography, medical terminology, business communications, CPT and ICD-9 coding, collections, Microsoft Word and Excel.  CPR Certified.
References
Shelly Gorman 

Director of Operations 

Saint Alphonsus Medical Group

303-885-9223

Bettie Fimbriz, 
Registered Nurse
720-491-0779

Gen Smith, RN
Administrator

720-934-2533


