	Ada F Miller

	7911 Harris Avenue, Raytown, MO 64138

	816-382-7948

	milleraf62@gmail.com

	Objective
	An administrative office support position in a fast-paced environment, where professional experience, education and abilities stand as an advantage for personal growth.


	Skills
	· Excellent Organizational Skills

· Strong Customer Relations Skills

· Computer Proficiency

· Family Support Worker
· Medical Terminology

· Charge Entry

· Insurance Verification

· Social Worker

· HIPPA Compliance

· Critical Thinking
	· Telephone Answering, 8-Line System

· Word Processing and Typing (50-60)
· 10-Key Calculator

· Filing/Electronic Filing 
· Medical Transcription

· ICD-9 Coding

· Admissions

· Medical Secretary

· OSHA Compliance

· Staff Motivation

	
	Computer: Microsoft Word, Word Perfect 5.1, Microsoft Works, Med

	Experience
	 Administrative Assistant II-III                                                                               04/2007 –08/2012
Children’s Mercy Hospital & Clinics, Kansas City, Missouri
Section of Pulmonology
· Managed calendars for three Pediatric Pulmonologists.

· Arranged travel for physicians, completed travel reimbursement forms.

· Opened and distributed office mail.

Neurology
· Retrieved and processed over 100 messages daily from nurse line in neurology and distributed to nurses electronically.

· Managed some incoming calls for the busy neurology office.

· Followed established departmental policies, procedures, and objectives, continuous quality improvement objectives, and safety, environmental, and infection control standards.

· Handled, processed and distributed confidential patient information.

· Assisted in confirming appointments.

· Performed miscellaneous job-related duties as assigned.
Accomplishments:

        Assisted in the set up of nurse line system for the neurology clinic. Result: Saved time for both the
        receptionist and the customers
Neurophysiology
· Transcribed and edited recorded or written material, including physician letters and notes, and EEG reports.

· Verified accuracy of patient information such as name and identification number; verified accuracy of transcription for correct punctuation, grammar, and spelling.

· Responded to inquiries for release of medical information, ensuring that legal

· requirements were followed and proper consent had been obtained.

· Maintained logs of medical procedures, incoming dictation, and transcription records.

· Distributed and collected dictation and transcribed reports; followed up on physicians' missing and late.

· Sorted, copied, prepared, assembled, and filed records and charts.



	
	Secretary

University of Missouri Extension, Blue Springs, MO

· Managed incoming telephone calls.

· Ensured regular distribution of both postal and electronic mail.

· Ensured mail was posted nightly.

· Ensured that all typing was completed in a timely manner. The appearance of the final typed material was to promote a good professional image.

· Assisted with correspondence exams.

· Handled and prepared soil for testing.

· Cordially and diplomatically assisted all office visitors.

· Maintained a spirit of cooperation with staff; working as a team to accomplish the objectives of the Extension.

· Maintained information flows and messages for specialists.

· Projected a positive image and maintained appropriate office dress attire.

· Ensured the office was opened and closed in accordance with the established schedule.

· Developed and maintained an effective and systematic filing system.

· Ensured that adequate inventory of all necessary office supplies were maintained.

· Effectively managed and maintained an appropriate inventory of guide sheets, bulletins and other resource material.

· Managed and maintained an office inventory of all office furniture and equipment.

· Ensured that the overall appearance of the office area promoted a neat, clean and professional image.

· Ensured or maintained an up to date county web page.
Accomplishments:

· Created, organized, and set up an information center Result: Better access to needed information, and less time searching for it.


	    05/2005 - 04/2007

	
	Office Assistant
Belz-Burrow Development, Jonesboro, Arkansas

· Ensured the office was opened and closed in accordance with the established schedule.

· Developed and maintained an effective and systematic filing system.

· Ensured that adequate inventory of all necessary office supplies were maintained.

· Effectively managed and maintained an appropriate inventory of guide sheets, bulletins and other resource material.

· Managed and maintained an office inventory of all office furniture and equipment.

· Ensured that the overall appearance of the office area promoted a neat, clean and professional image.

· Ensured or maintained an up to date county web page.
· Answered the telephone and represented the company in a professional and businesslike manner.

· Handled all word processing and typing; internet research

· Helped plan and organize company functions.
· Entered data for reports, production items, shipping, and inventory. General office organization

· Scanning and electronic filing

· Assisted in creating company portfolios

· Prepared outgoing mail and FedEx packages, 

· Ordered office supplies and maintained reception area.
	05/2002 - 09/2004

	
	Clerical Worker II/Family Support Specialist I

Arkansas Department of Human Services, Blytheville/Jonesboro, AR
· Counseled individuals, groups, families, or communities regarding
        issues including mental health, poverty, unemployment, substance
        abuse, physical abuse, rehabilitation, social adjustment, child care, or
        medical care.
·  Interviewed clients individually, in families, or in groups, assessing
        their situations, capabilities, and problems, to determine what  

        services are required to meet their needs.
·  Provided, found, or arranged for support services, such as child care, homemaker service, prenatal care, substance abuse treatment
        job training, counseling, or parenting classes, to prevent more   

        serious problems from developing.
· Served as liaisons between students, homes, schools, family services, 
        child guidance clinics, courts, protective services, doctors, and other

        contacts, to help children who face problems such as disabilities,  

        abuse or poverty. 

· Developed and review service plans in consultation with clients, and perform follow-ups assessing the quantity and quality of services provided.
Accomplishments:

· Created, organized, and set up an information center for manuals and schematics. Result: Better access to needed information, and less time searching for it.


	                1994 – 2000  

	Education
	Medical Secretary
	1986 - 1987

	
	Western Career College, Sacramento, California

	
	College Diploma

Western Career College, Sacramento, California
Osceola High School, Osceola, Arkansas – Graduated
	05/1987
05/1980

	References
	Furnished on request.



