Jennifer L. Mitchell
1351 7th Avenue SE  Rochester MN  55904  (507)269-6826  JMitchell5039@gmail.com
Objective 
To find a career that I can be happy with for the rest of my working years and build a relationship with a local company.

Profile 
Motivated, personable business professional with multiple college degrees and a successful track record with management and supervisory positions. Talent for quickly mastering technology through minimal training. Accustomed to handling sensitive, confidential records. Demonstrated history of producing accurate, timely reports and meeting stringent HMO and insurance guidelines. Flexible and versatile.  Poised and competent with demonstrated ability to easily transcend cultural differences. Thrive in deadline-driven environments. Excellent team-building skills.

Skills Summary
	Project Management
Report Preparation 
Written Correspondence
General Office Skills
	Computer Savvy
Customer Service 
Scheduling
Marketing & Sales
	Insurance Billing
Accounting/Bookkeeping
Front-Office Operations
Food Service & Production


Professional Experience

· Experience in employee recruitment,  retention, total rewards, talent management, and labor negotiations. 
· Knowledge and understanding of the FLSA, FMLA, ADA, PERLA, TITLE IX, and other Federal or State laws relating to human resource administration.
· Administrative, employee development and performance management skills along with hiring and supervisory experience.
· Experience and strong knowledge advocacy using technology in the work environment.
· Ability to reason, solve and resolve issues and problems related to the human resources office; to contribute as a positive member of a team and foster a cooperative work environment; and to communicate effectively both orally and in writing. 
· Prepare complex reports for various business and HR needs. 
· Author professional correspondence to clients and vendors.
· Communicate difficult concepts to individuals using layman’s terms to facilitate understanding
· Rapidly learn and master varied computer programs.
· Oversee front-office operations while answering a multi-lined phone system and attending to walk-in clientele.
· Create and implement training materials for various positions.
· Manage and collect account receivables using MNITS, HealthQuest, Production MRIS, Power MHS, and the FSS System as well as general business software. 
· Collecting and reviewing account information with patients and insurance companies and acting as a liason between the two. 
· Contacting insurance companies on behalf of the client in order to resolve billing and insurance issues
· Manage all aspects of day-to-day operations in various professional settings
· Supervision of several employees. Able to Delegate responsibility while motivating others.
· Finances: accounts payable/receivable, invoicing, insurance billing, budgeting
· Compliance with all healthcare facility, HMO, and insurance requirements.









Employment History

McGladrey LLC (Current)
Scheduling coordinator. Set up appointments using scheduling software. Responding to phone calls and emails. Processing limited customer tax documents within the firm’s confidentiality guidelines. 

Open Door mediation – Sharon Braddock CEO (as needed over past 2 years)
Data entry, design of business cards and website using photoshop elements, minimal HTML work with website, Clerical management, proofreading, legal document preparation, handbook creation

Express Personnel – Temporary assignments (current)
Data Entry, Invoicing, Usage of software programs like Quickbooks and Microsoft Office, receptionist, multi-line phone system, general office equipment, database entry and management.

Zumbro Valley Mental Health Center – Inpatient Intake Specialist (2 years)
Patient financial processing, intake paperwork, data entry, data base management, invocing, insurance billing, presentations, education of other employees, Microsoft Office

Mayo Clinic - Patient Financial Services Representative (9 Months)
Manage and collect account receivables using MNITS, HealthQuest, Production MRIS, Power MHS, and the FSS System, multi-line phone system, inbound call center type calls, account audits, Microsoft Office

Charter Communications - Customer Service, Online Correspondence (6 Years)
Inbound call center calls, sales, training of employees, online correspondence, create and edit various documents to facilitate learning, customer service, managing stress levels in an ever changing work environment, troubleshooting over the phone on the hook up of electronics as well as internet problems.

Other Employment Experience
Banking & Finance, Wells Fargo – ( 5 years)
Food Service, Border Foods – Taco Bell (15+ years)
Various Volunteer Opportunities (Paws & Claws, Homeless, and Children’s Outreach)

Education

Minnesota School of Business
[bookmark: _GoBack]MBA, June, 2011

Crossroads COllege
Bachelor’s of Science Degree, 1995
