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	OBJECTIVE
Administrative Assistant position which will assist the company in meeting deadlines and produce accurate outcomes in a timely manner.


	PROFESSIONAL SUMMARY

Administrative Assistant knowledgeable in Microsoft Office, Word, Excel, Outlook, Access, PowerPoint, Mainframe, typing/data entry and medical terminology.  Experienced in scheduling and customer service.  Strong planning and decision making skills, detail oriented and high energy.


	EXPERIENCE
VANGUARD HEALTH SYSTEMS/CHILDREN’S HOSPITAL OF MICHIGAN    2001 - 2013
Detroit, MI                                                




Medical Secretary - Gastroenterology Division          
 2011 - 2013
Supported five gastroenterologists, three fellows, two nurse practitioners, four registered nurses, and support staff.  Obtained authorizations and referrals from insurance companies for patient procedures and prescriptions.  Scheduled operating room procedures and office visits.  Prepared billing for the medical coder for the Gastroenterology and Pulmonary division.  Scanned medical documents, maintained medical records, and filing.  Transcribed meeting minutes and completed data entry.
Medical Secretary - Pulmonary Division


 2005 - 2011
Supported two pulmonologists, one physician assistant, one nurse practitioner, one research nurse, three registered nurses, and other pediatric divisions.  Transcribed dictations.  Performed other office duties such as faxing and copying documents.  Directed calls efficiently.
VANGUARD HEALTH SYSTEMS/CHILDREN’S HOSPITAL OF MICHIGAN  - con’t

Float Medical Secretary - General Pediatrics

  2004 - 2005
Supported the following departments:  endocrinology, critical care, pulmonary, gastroenterology, general pediatrics, nephrology and genetics.  Responsibilities included word processing, data entry, filing, scheduling appointments and greeting patients and families.  
Medical Administrative Secretary - Urology Division
  2001 - 2004
Supported two urologists, one fellow, one nurse practitioner and support staff.  Scheduled travel arrangements, managed calendar, set itinerary for conferences and completed travel expense reports.  Researched and typed journals for doctors.  Enrolled fellows from other hospitals into the Children's Hospital Michigan fellowship program.  Processed time studies for doctors, screened incoming calls, and scheduled patients’ appointments for procedures.


	EDUCATION
Word Processing Certificate

ROSS BUSINESS INSTITUTE, Detroit, MI
GED Certificate

DETROIT PUBLIC SCHOOLS, Detroit, MI
Diploma, Administrative Office Assistant
SAWYER SCHOOL OF BUSINESS, Center Line, MI   


	

	

	


