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386-453-8633

OBJECTIVE: To obtain and maintain a career in an industry that will utilize my leadership, administrative and clerical skills. To work in an organization that promotes growth from within and encourages personnel to achieve a higher goal of customer satisfaction. 
HISTORY:

2006 – Current – Florida Hospital Imaging. This outpatient imaging facility opened in 2006 as a co-venture between Florida Hospital Memorial Medical Center and Outpatient Imaging Affiliates (OIA). In 2008 Florida Hospital purchased the remaining time on the contract and FHI became a hospital based outpatient imaging center. My work history is with both employers. At FHI I started as the front desk registration clerk, I moved into scheduling and insurance verification, and I am currently the business office supervisor. I started with FHI as it was starting from the ground up and have helped in establishing processes and protocols. In my various roles I do or have done, scheduling, patient registration, problem resolution regarding patients, referring offices and radiologists and billing. I have interviewed and hired new employees, written corrective actions and completed terminations. 
· Scheduled all radiological studies

· Verified insurance and authorizations

· Created requisitions for hiring new employees

· Assisted patients with billing inquiries

· Maintained regular correspondence with hospital billing as well as third party billing for radiologists’ group

11/2004 – 8/2006 – Act Corp/Reality House, this facility is a 110 bed all male state prisoner rehabilitation center. In this facility I started as a secretary and eventually moved to Executive Assistant to the Senior Vice President, Julie Eberwein. As the secretary and Executive Assistant I was responsible for clinical data entry, roster for all clients admitted and discharged for the DOC (Department of Corrections) facility, depositing of clients monies on a weekly basis as well as the withdrawal of monies weekly for the clients. I also handled the travel arrangements for Ms. Eberwein. 
· Created and updated policy and procedure handbooks

· Daily correspondence with Department of Corrections regarding incoming and discharged clients.

11/2001 to 4/2004 – Coastal Cardiovascular and Thoracic Assoc., in this office I started as off as the front desk clerk and moved into scheduling then into medical records.  In my various roles in this office I greeting and checked patients in for their appointments, scheduled new patient appointments, scheduled heart, lung and vascular surgeries in  area hospitals. When I moved to medical records I took care of incoming mail as well as handling the mailing of confidential records to requesting law offices, social security offices as well as requesting physician offices.  
· Schedule inpatient  surgery at two local hospitals

· Distributed incoming correspondence

· Maintained medical records

· Filing progress notes, surgical notes and pathology

· Evaluated and distributed records to various attorneys’ as well as the local health department

1998 – 2000 – Boulder County Health Department. A treatment center for dually diagnosed individuals suffering from mental health disorders as well as substance abuse.

· Answered multi-line telephone

· Greeted patients for appointments

· Filed progress notes

· Created and maintained patient log for prescription medications

Software, programs and applications

Microsoft Office


Outlook


Word


Excel


Power Point

Cerner/Citrix

Power Chart

RIS

Series
