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OBJECTIVE:

    A stable and fulfilling position as a Health Care Coordinator.

SUMMARY OF QUALIFICATIONS

Health care coordination experience in various clinical and administrative environments since 1978 with the United States Navy:

· Trained and supervised up to 20 personnel in various clinical and administrative procedures

· Coordinated appointment schedules for physicians

· Handled correspondence and processed referrals for small and medium clinics and hospitals

· As Patient Contact Representative, performed extensive liaison between patients and hospital staff.  Solved various complaints and patient concerns.

· Assisted physicians in examinations, specialized procedures and patient teaching

· Processed and tracked budget items for administrative and clinical supply needs 

· Conducted classes in Basic First Aid to non-medical personnel

· Assistant Supervisor for Health Records Office for 3,000 - 8,000 records

ADMINISTRATIVE MANAGEMENT

· Developed and implemented automated tracking system of equipment/personnel needs

· Established and updated automated tracking system for linen use/replacement

· Revised filing system for tracking transportation maintenance and fuel consumption

· Assistant Collection Agent in small facility processing fees and claims

· Coordinated specialty appointments and travel needs for patients

EDUCATION AND TRAINING

1992 Bachelor of Science, Health Care Management, Southern Illinois University

1986 ICD-9 Coding

1985 Emergency Medical Technician National Registry

1984 Leadership Management Education Training

1980 Associate of Science, Medical Laboratory Technician, George Washington 
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