Carla McBean-Nwaubani 
3481 South Fenton Street # E308. Denver CO 80227.  646-545-0061   Email: McBean98@gmail.com
[bookmark: _GoBack]Objective: Seeking an administrative position with an organization where I can use expertise and experiences to improve operations, increase productivity and enhance growth.
Education
Masters of Science in Human Resource Development & Counseling   University of Bridgeport. August 2008. Bridgeport, CT
Bachelors of Science in Health Service Administration Lehman College June 2005. Bronx, NY

Summary: 
· Wide experience of administrative management services in Healthcare and Government.
· Developed effective administrative, clerical procedures and practices
· Proficient in applying business and administrative principles
· Established principles and processes in customer service and personal management
· Excellent communication and interpersonal skills
Professional  Work Experience:
Assistant Director Department of Health City of New York June 2009-July 2013
· Manage four administrative departments with Citywide responsibilities.
· Oversee billing, claims reimbursement, customer service, data entry and appeal process for Department of Health on behalf of contracted medical providers.
· Managed office operations, work flow, office staff, performance management. 
· Public supervision and custody of federal monies used in provision of health and educational services for advanced special needs children. 
· Coordinate transportation services and delivery for City of New York Health contracted service providers.
· Establish and maintain relationships with provider executives and other stakeholders to facilitate timely service delivery for disabled/challenged patients. 
· Provide clarification to contracted providers on billing regulations, updates and submissions.
· Managed Human Resource functions. Payroll and Time and Leave, employee counseling and  mentoring.
· Designated trainer and Administrator for Department of Education database and other citywide databases
 Manage a team of 15-39 employees in a highly union regulated environment.
· Extensive personnel relations through hiring, recruiting, job classification and staff development. 
·  Provide research, monitor programmatic policies, legislative and operations including strategic planning and service departments.
·  Make oral and written presentations during staff meetings, training sessions, in committees to higher level management citywide.
·  After research and assessment, make recommendation to higher level management regarding personnel relations and performance evaluations.
·  Meet and interact with senior staff to discuss employee benefits, conduct employee counseling and employee labor relations.
·  Review various budgetary related issues and recommend to program representative for correction.
·  Act as agency Liaison for Government Agency by drafting documents, preparing agendas, research analysis and attending meetings. 
· Work closely with New York City Board of Education and contracted bus vendors to route children citywide for therapeutic services. 
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 Human Resource Intern February 2008-May 2008

· Act as university liaison/representative during training seminars and while interfacing with external vendors. 
· Recruit; conduct employment program evaluation planning when requested before recommending possible candidates to hiring department heads. 
·  Assist personnel and conduct fiscal administration by arranging necessary forms and maintaining Human Resource records in the department. 
·  Make recommendation regarding formulation of policies, implementation of activities through extensive procedural studies.
·  Conduct accounting administration and economic research during the payroll period. Interface with Payroll department investigating issues of non-payment to student employees. 
· Design job re-classification, staff development, and operational studies when re-vamping student employment pay scale system. 
· Create and process new hire forms.
·  Presented newly proposed Student Employment Pay System program to upper management 
· Conducted program evaluation, labor market research and various projects while marketing program to vendors.
·  Made oral and written presentations during career fairs, internal and external training seminars on behalf of the University. 
· Perform professional work by developing Job Development Program for Neuropathy Program 
· Extensive analysis of the organization and its functions before making recommendations to department heads. 

Workers’ Compensation Care Coordinator Norwalk Hospital. August 2005-February 2008 
· Personnel administration, involving extensive recruitment, job classification, personnel relations, staff orientation and training for the Human Resource department of displaced light duty employees.
·  Preparation of confidential legally related material for monthly meeting with upper level management and outside insurance company vendors. 
·  Conduct on- site operational analysis and operational studies of Occupational Injury sites and make recommendations to hospital Occupational Site Evaluator.
· Coordinated Workers’ Compensation program for the Hospital and many corporate clients.
· Conduct economic research and send files to employee’s direct manager, Human Resource and Insurance companies while employee is out of work. 
· Perform various levels of cost- analysis so employee is not a liability to hospital regarding lost days at work. 
·  Make oral and written presentations to hospital senior management during return to work meetings.
· Employee program design, planning and clarification continually when assessing validity of individual light duty assignment placement. 
·  Employ levels of budget administration and alert Human Resource Director, payroll director and FMLA Liaison when lost days are in excess. OSHA coding .
· • High levels of personnel relations conducted when monitoring/supervising employees as they are on light duty assignment. 
·  Recruitment and placement of temporary employees throughout various departments for 24 hour shifts throughout the hospital. 
· • Conducted various methods/program analysis and report to Human Resource of ineffective light duty program practices. 
· Represent the hospital on various hospital committees, review safety programs and make recommendations to Human Resource and Hospital Safety Officer. 
·  Help to develop and implement standards and procedures for Safety Committee  for  Norwalk Hospital 
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Home Health Coordinator                         Private home        New Rochelle, NY  2002-2004
· Coordinated medical care and relative medical duties for chronically ill elderly patient.
· Investigated and resolved all medical insurance coverage problems
Client Service Representative         Industrial Medicine Assoc   White Plains, NY  2000-2002
· Recruited physicians for medical examinations nationwide
· Negotiated office space with doctors/administrators
· Scheduled Workers’ Compensation deposition with lawyers
· Worked with insurance in resolving Workers’ Compensation and No- Fault liability 
Unit Associate                               Beth Israel Medical Center        New York, NYC 1999-2000
· All client service functions for Cardiac Intensive Care Unit and step down floor
· Conducted intake and ordered supplies
· Helped to monitor vitals via electronic system for over 70 inpatient rooms
· Served a liaison between management, service providers, vendors and staff  to maintain communication and delivery of quality customer service.
Affiliations and Societies
· 2010-City of New York Ergonomic Train the Trainer agency designee                                            
· 2010-City of New York DOHMH Document Imaging and Management Committee                                                                                                          
· 2009-Health and Safety Designated officer Early Intervention Bureau                                              
· 2007-National Society of Leadership and Success- presidential member                                                                                                                           
· 2007-Medical Group Management Association                                                                            
· 2006- Society of Human Resource Management (SHRM)    
· 2007-Safety Committee Member of Norwalk Hospital                                                                
Computer Skills:
Microsoft Applications OHM, Lotus Notes, ATS, E- recruiting programs. Citytime, Peoplesoft, KIDS system,  NYEIS, Covansys billing system, Donde, Outlook, OPT database.
Ongoing Learning :
Office of Ergonomics 101, Ergonomics Train the Trainer. 2009,2010
Mastering the Role of Supervision                                       2011
Excel Charts & Pivots Tables                                               2012
Performance Review/Performance Improvement                2013
Workplace Violence Prevention                                          2009-2013
EEO Department Trainer                                                    2012-2013


                                                          





