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	Self-directed and self-motivated team player who also works well independently with a knack for building productive working relationships. Highly energetic, outgoing and detail- oriented.


Experience
	DECEMBER 2017 – CURRENT
administrative assistant, ELEVATE HEALTH GROUP
· Manage workflow by assigning tasks to other administrative employees daily, ensuring that deadlines are met, and work is completed correctly.
· Generate memos, emails and reports when appropriate.
· Answer incoming calls and assume other receptionist duties when needed.

	June 2016 – November 2017
CREDENTIALING SPECIALIST, Apollo Medical Management
· Coordination of all provider applications for Medicare and Medicaid for new markets.
· Managing all activities, programs, and projects of the credentialing department.
· Responsible for completion and review for credentialing reports and resolving any credentialing issues.


	November 2013 - May 2016 
Referrals specialist, WESTERN DRUG MEDICAL SUPPLY
· Requesting pre-authorizations from different insurances, medical groups for all types of DME. 
· Handling phone calls from PCP offices, patients, medical groups, and insurance companies. 
· Assisting patients over the phone regarding their orders and supplies.


Education
	AUGUST 2017 – MAY 2019 (Anticipated graduation date)
B.S. Health Administration, CALIFORNIA STATE UNIVERSITY, NORTHRIDGE

	August 2012 – MAY 2017
general education, GLENDALE COMMUNITY COLLEGE


Skills
	· Organized
· Time management
· Strong communication skills 

	Detail-oriented
Proficient in MS office
Prompt
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