 
	Lindsay Rose
2236 Mercer Drive            
Richmond, KY 40475
                 859-699-4853
lindsaybaber51@gmail

	Objective:
   To obtain gainful full-time employment in a setting that provides exceptional service to customers, clients and co-workers.   

	
	Employment History:

	
	Office Manager/Physician Office Assistant
Cardiology/Electrophysiology
12/17/2012-11/20/2013  Pikeville Medical Center,  Pikeville, KY
Provide exceptional patient care and customer service
Write procedure manual for outreach clinic and clerical functions
Create desktop instruction for outreach administrative services 
Manage overall functions of offices in three locations
Manage patient appointment schedules
Input and manage patient data in electronic medical record
Coordinate travel and itinerary for physician
Create template for individual clinics and physician appointments in EMR
Order supplies needed for all outreach clinics
Compose routine correspondence between patients and physician on regular basis
Compose memos to fellow management and/or administration personnel
Develop daily, monthly and quarterly reports of clinic flow, finances  and patient lists
Coordinate and prepare meetings for presentation of quarterly clinic reports
Coordinate internal and external meeting arrangements for potential outreach clinics
Maintain clinic locations, physician services and contact information on hospital website
Obtain referral information and any outside records from other physicians
Maintain knowledge of use of electronic medical record (Nextgen) 
Maintain knowledge and follow through of HIPAA laws and privacy policies 
Arrange any diagnostic testing or procedures as ordered by physician
Create individualized information packets for patients 
Educate patients on procedure details and teach them to understand diagnosis
Develop a plan for patient care with patient understanding
Obtain insurance precertification for any testing ordered/scheduled
Perform in-office testing as ordered by physician (EKG, ABI, Orthostatics)
Liaison between patients and physicians to provide excellent patient care 
Educate patients on diagnosis and options for care
Scanning of all records into EMR 
Maintain electronic filing of patient data, reports, clinic visits and physician correspondence  
Proofread, edit and transcribe physician dictations and patient letters
Collect payments for office visits and testing
Generate daily and monthly copay reports
Submit charges and physician fees to insurance companies
Answer non-routine questions and maintain correspondence with patients on behalf of physician, hospital management and administration

	
	
Clinical Services Technician
Cardiology/Electrophysiology
08/21/2006-10/5/2012  University of Kentucky-Gill Heart Institute, Lexington, KY
Travel to four outreach clinics with Cardiologists and electrophysiologist for patient appointments and procedures
Write policy and procedure manual for fellow travelers to follow
Maintain knowledge of HIPAA laws and privacy policies 
Properly use electronic medical record (EMR-All scripts)
Register and checkout patients
Obtain insurance information
Obtain patient vitals 
Scan all clinic visit, reports and physician correspondence into EMR
Perform in-office testing as ordered by physician (EKG, ABI, Orthostatic)
Schedule any diagnostic testing or procedures as ordered by physician
Obtain precertification for testing or procedures scheduled per physician
Report potential issues to management and assist with problem-solving
Compose letters to patient representing physicians plan
Schedule physician travel and itinerary
Balance daily copayment reports
Educate patients on diagnosis and treatment plan
Submit charges and physician fees to insurance company
Order supplies needed for each outreach clinic

	
	Pre-certification Specialist
09/2004-8/2006 Lexington Clinic, Lexington, KY
· Schedule diagnostic testing per incoming physician calls
· Collect progress notes in order to obtain insurance precertification’s
· Maintain communication and good rapport with insurance companies and referring physicians
· Call insurance companies to precertify testing for patients
· Communicate insurance approval or denial to requesting physician
· Demonstrate effective phone skills
· Notify patients of testing scheduled and instructions or prep, two days prior to scheduled date

Medical Records 
06/2002-08/2004 Lexington Clinic, First Choice Walk-In, Lexington, KY
· Create a filing system for document control compatible with urgent care
· Complete release of information for hospital and outside physician offices
· Comply with record retention policies as well as patient confidentiality policies according to HIPAA laws
· Organize all documents to be easily accessible for patient visits
· Data entry of patient information
· Scan all documents generated by physicians and nurses daily

    

	
	 
Education:
· Eastern Kentucky University-Emergency Management Certification (2009-2013) Richmond, KY

· Bluegrass Technical College (2002-2007) SRNA obtained and prerequisite courses  completed,  Lexington, KY
· [bookmark: _GoBack]Lafayette High School  (1996-2000) GED 8/2000,  Lexington, KY

	
	

	
	Additional Skills: 
Proficient skills Microsoft office suite, Proficient verbal and written skills, Customer service skills, Effective telephone skills, Office Management Services, Registration, Patient Care, Prescription Control, Money collections, Appointment scheduling, In-office diagnostics, Cardiac testing, Direct assistant to physician, Multiple EMR experience, Typing, Patient education, Organization, Multi-tasking, Physician services, Attention to detail, Time management, Work independently with little to no supervision, record retention, document control, Compile data of all clinics for reports and database.	

	
	

	
	References

	
	References are available on request.



