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Professional Summary 

Best buy; Customer Service                                                                       2015-Present
Roseville, MN 
· Highly experienced in working with challenging or skill-challenged customers to resolve issues.
· Highly experienced in working with challenging or skill-challenged customers to resolve issues.
· Gained trust and returning customers, resulting in a 99.9% customer service satisfaction survey.
HealthPartners; Clinic Assistant                                                                 2013-2017
[bookmark: _GoBack]Specialty  Clinic    
· Administered and managed projects assigned to clerical staff; followed up on results.
· Checked in 15-40 Patients in daily. Coordinated scheduling and rescheduling appointments as needed.
· Handled inbound and outbound calls to patients regarding appointments, medical needs, and follow-ups.
· Provided refill slips for patients’ prescription as needed.
· Managed no show communications, verbal and in writing informing patients to that the provider is out ILL or will be running late.
· Managed out going messages, verbal and in writing on behalf of provider.
· Coordinated with doctors and nurses in assisting with patient needs.
· Followed HIPAA regulations and adhered to all safety regulations.
· Handled customer service inquiries from members, providers, and physicians.
· Processed and transmitted information reports and analytical reports.
 HealthPartners; Appointment Center Scheduling                                      2007-2013
Supervisor (Lead) –Bloomington     
· Supervised averaging 35 employees. Provided onsite management and monitoring. 
· Coordinated schedule templates, emergency schedule changes, schedule holds consistent with Advanced Access principles, schedules regarding provider vacations, rounding, and other out of clinic changes.
· Handled all documentation, applications, I9, E-verify, back ground check, DRUG SCREENS/TEST, and corrected any job testing /assessments, issuing ID Badges, job placements and orientations for new starts. Documented necessary information regarding employees.
· Handled all staffing scheduling, absents, approved or denied time-off requests.
· Office duties, filed, faxed, handled communications, data entry, organizational maintenance and fulfilled orders.
· Attended meetings, webinars, as well as set up meeting schedules and webinars.
· Facilitated education trainings and meetings.
· Documented all necessary information regarding employees.
· Hired and implemented onboarding of new employees, averaging 80-100 new applications per every busy season, and termination as required. 
· Conducted evaluations of all employees.
· Coordinated and conducted performance reviews with employees after reviews has been discussed with and approved by their supervisor.
· Communicated to employees that performance is deficient or behavior is inappropriate (this represents a step prior to an oral warning) and document conversations with the employee.  
· Discussed performance concerns about an employee with the supervisor if coaching is not successful.
Minnesota Gastroenterology; Patient Coordinator                                      1999-2006                                 
St. Paul, MN
· Managed 3 to 4 doctors’ schedules daily, weekly and monthly.
· Managed patient check-ins and checkouts, follow-up appointments, prescriptions and insurance.
· Assisted other health care members by distributing patient specific detailed education regarding adequacy measures where appropriate.
· Responsible for accurate documentation of information related to patient treatment.
· Handled occasional triage patients.
· Office duties, filed, faxed, handled communications, data entry, organizational maintenance and fulfilled office supply orders.
Computer skills
· Proficient in EPIC, Electronic Verification Systems, other healthcare systems, PeopleSoft, Nextgen, Payroll software; ADP, career websites, LinkedIn, Social media, Microsoft Word, Access, Excel, Power Point, and Outlook. 	
· Knowledge of general math, reading and professional grammar.	                             
Education
· High school Diploma.
Certifications
· Medical Terminology Certification.
· CPR / First Aid/ AED certified.
· PCA Certification. 
Training
· Directed education trainings.
· Facilitated new hire trainings. 
Volunteering
· Volunteer at Habitat for humanity. 
· Server for the food shelf at Giving Grace Church Volunteering. 
· Volunteer cashier/ sales associate at Lee Wigs.
Affiliations 
· Member of Success Is Success (SIS).
