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Lynne Simmons

Qualification 
Skilled and personable Office Manager, Administrative/Medical Office Assistant with over 20 years experience providing consistent, approachable customer service, and full range of office support.

· Administrative:  Provide exceptional administrative support to peers and senior management.  Success streamlining office processes to increase efficiency and improve service.  Track financial data and accurately process A/R and A/P.   Purchasing and Inventory control.  Maintain strictest confidentiality of employee files and entered payroll data.  Pre-Certification of Medicaid and various other group insurances.  Troubleshoot patient accounts,  

· Technical Skills:  Adept with Microsoft Office (Word, Excel, Outlook, and PowerPoint), Lawson, Infinity, ChartMaxx, and AS-400 software systems.  Also worked in the Lotus 1.2.3 and Word Perfect environment.  Capable of managing complex, multiline telephone systems, various office equipment, and typing 60 words per minute with superior accuracy.

· Key Strengths: Excelled at developing strong relationships with staff, senior management, and clients; highly organized and conscientious; entrusted by senior management with confidential materials.  Able to adapt quickly to evolving environments.

Education:
1980 – 1981
Athens Technical College
Athens, GA

Certified Medical Assistant

1979 - 1980
University of Georgia
Athens, GA

Biology/Chemistry (BS)

1977 - 1979
North Georgia College
Dahlonega, GA

Biology/Chemistry

Work Exp:
2005 – Present
Athens Regional Medical Center

Patient Financial Counselor/Registration

Interfaced with patient to assess immediate needs in ER, Labor & Delivery, and Family Care.  Collected financial and insurance data to ensure full and proper payment.  Assists Accounts Receivable collections and discuss financial alternatives.   Maintain HIPAA confidentiality.  

· Recognized for effectively completing multiple tasks in a fast paced and stressful environment
March 2010 – September 2010  Reddy Medical Clinic

Administrative Assistant

Assisted Physician Manager. Performed Accounts Receivable and Payables. Maintained inventory for the practice. Billing & Coding for Insurance purposes. Maintained building maintenance for corporation. Liaison for tenants in office building.
2000 – November 2008               Louisiana-Pacific Corporation            Athens, GA

Executive Coordinator II

Perform wide ranging office functions, such as updating and managing schedules, composing correspondence, proprietary database, and processing various financial transactions (Purchasing, A/R & A/P, Invoicing, Inventory Control,  etc…) while maintaining Sarbanes-Oxley standards.  Support senior management by tracking financial data such as travel expenses and expenditures.  Supported Human Resources maintaining employee and payroll database

· Received multiple recognition awards for improving efficiency in the workplace.  

· Commended on entering payroll data with a high degree of accuracy

1994 - 2000
General Time Corporation
Athens, GA

Administrative Coordinator

Perform wide ranging office functions, such as maintaining data and inventory files, composing correspondence, proprietary database, and processing engineering change notices.  Created standard operating procedures for various job descriptions. Yearly audit/ inventory control
· Assisted in implementing new software package for industrial and design engineering

Certifications:
Medical/Office Assistant-Athens Technical College-Athens, GA.  Certified Health Access 

          

Associate, (CHAA), Certified Financial Counselor (CFC), Patient Access Certified (PAC),                        
              Patient Access Specialist (PAS)
