Joan Lopez
77 Alder St, Suisun, CA 94585. 678 418 3210. joanlopez@gmail.com

Professional Summary and Objectives
[bookmark: _GoBack]Diligent health office manager with over two years of experience in this field. Proficient in data entry and in operating various aspects of computers such as a keyboard, mouse, and ten-key. Specialize in maintaining and organizing records, improving quality and efficiency, accounting, billing, and budgeting, and in training, scheduling, and supervising staff. The core career objectives include expanding my knowledge and skills as a health office manager and fully utilize my skills to make a meaningful contribution to the success of the healthcare organization. 

Skills 
· Ability to multitask and meet deadlines
· Data entry skills
· Excellent verbal and written communication 
· Team leadership
· Risk management processes and analysis 
· Analytical skills for communication, forecasting, and inventory management  
· Attention to detail 
· Bilingual: Fluent in English and Spanish
· Problem-solving skills for quality and efficiency 

Professional Experience
Medical Office Manager, 02/2019 to Present 
NorthBay VacaValley Hospital- Suisun City, CA. 
· Monitoring patient check-in and check-out procedures
· Scheduling and training new employees
· Overseeing and maintaining patent files
· Performing employee evaluations
· Overseeing insurance claims
· Reviewing the state of legal compliance
· Coordinating patient’s schedules
· Keeping inventory records
· Coordinating maintenance activities
· Monitoring Billings
· Participant in the hiring processes 

Education 
· Master’s in Business Administration; San Francisco University - 2018
· Bachelor’s degree in health administration; University of Pennsylvania- 2014

Certifications
· Certified medical manager
· Project management professional 

 



