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MEDICAL OFFICE MANAGER
■ Career Profile
Administrative manager of medical offices for more than eight years managing the daily operations of fast paced medical office and supervising staff to ensure efficient, functional running of healthcare facility and operative clinical activities,
Key skills:
Communication Skills | Multi-Tasking | Prioritizing I Time Management | Organization
Customer Management | Conflict Resolution
■ Work History
FAS Clinical Institution             San-Francisco, LA       2004 – Present
Medical Office Manager      
Key Activities:
· Provided excellent customer service in a medical institution and ensured all patients were well attended.
· Managed office operations, work flow, office staff – including recruitment, performance management and training/development of specialty practice.
· Provided support and performed regular QA reviews for client intake, registration and scheduling functions.
· Managed client reception and client services coordination.
· Maintained and operated the electronic health records and billing system.
· Managed facility procedures related to insurance and billing and solved patients’ queries regarding their insurance renewal and expiry.
Other Contributions:
· Provided the required leadership, support and direction for office initiatives and special projects.
· Helped the accounting departments in generating staff payroll on a weekly basis.
· Monitored the equipment used in the office and facilitated repair or replacement as per requirement.
· Facilitated the management in completing general formalities related to the patients such as insurance and medical reports.




[bookmark: _GoBack]■ Education
· Bachelor’s degree in Business Administration
· Associate degree Medical Office Administration
· Certificate or diploma in Medical Office Administration

