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EXPERIENCE

Partners In Care,NY June 2009 – Present
Home Health Aide Supervisor
· Supervises activities of aides engaged in caring for elderly, convalescent, or disabled people in a home
environment. Monitors the quality and quantity of services provided. This position typically reports to
a manager and is the first level of supervision in the organization. Analyzes and resolves work problems,
and assists employees in solving work problems. Develops and implements new programs and services.
Davidson, Davidson & Kappel, LLC, NY July 2007 – May 2009
Legal Administrative Assistant
Â· Provided legal administrative services for the Trademark and Patent Department
Â· Filing, faxing, answer phones, switchboard relief, order supplies, typed memos, letters, Word
Â· MS Word,, Excel, PowerPoint, E-Copying, Outlook, and use of Dictaphone
Forrest Solutions, NY October 6, 2006 – May 2007
Administrative Assistant
re: SOURCES Inc.
Â· Provided executive level administrative services for the Tax Department
Â· Filing, faxing, opened and distributed mail, scheduled appointments and meetings
Â· Answered phones, ordered supplies, typed memos, letters, use of Lotus Notes, MS Word and Excel
CB Richard Ellis / Cushman & Wakefield
Â· Filing, faxing, data entry, answered phones, took dictation, typed letters and memos
Â· Scheduled appointments, opened and distributed mail, use of MS Word, and MS Outlook
MultiPlan Inc, NY November 2001 – July 2006
Credentialing Specialist
Â· rocessed new insurance policies, modifications to existing policies, and claim forms

Â· Obtained information from policyholders, practitioners, hospitals, and medical facilities to verify the accuracy

and completeness of information on claim forms, applications and related documents, and

company records

Â· Updated existing policies and company records to reflect changes requested by policyholders,

Â· practitioners, hospitals, and medical facilities Formulated memos, letters, filing, faxing, prepared reports and rosters

Â· Attended meetings, and answered phones, e-filing, and scanned documents
Church Insurance Company, NY June 1994-December 1997
Administrative Assistant
Â· Upgraded manuals, administered checks, filing, faxing, scheduled appointments
Â· Attended meetings and conferences, prepared various reports, proposals, letters, proofread work
Â· Answered phones
Ladas & Parry Trademark Renewal Firm, NY  October 1990 – April 1993
Legal Secretary
Â· Prepared expense reports for AccountingDepartment
Â·   Typed and distributed dictated documents
SKILLS/QUALIFICATIONS
Â·   Proficiency in Microsoft Office 
Â·   Spreadsheet applications using Excel and Access 
Â·   Keyboarding at 80 words per minute 
Â·   Presentation preparation using PowerPoint Presentation software 
Â·   Internet research and Dictation
MILITARY

United States Marine Corps 1980 – 1984 
Â·   Beaufort SC, Jacksonville, NC, Okinawa, Japan 
Â·   Received training in repair and maintenance of service weapons, supervised mailroom, 
Â·   Maintained personnel record books, awarded Honorable Discharge. All promotions were meritorious.
EDUCATION 
Katharine Gibbs School, NY 
Â·   AA, Office Business Administration, September 2005
