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HEALTHCARE TARGET: Medical Office Administration…In surance…Patient Advocacy and Support 
 

RELEVANT QUALIFICATIONS AND CAREER ACCOMPLISHMENTS 
Currently pursuing Master of Health Care Administra tion supported by BS in Healthcare Administration and Associate of 
Applied Sciences - Cum Laude in both degrees. Offering potential employer the following expertise:  
� Health Information and Technology: Experienced and skilled in medical records processing; delivery of healthcare 

information to patients and caregivers; and alignment of outpatient support i.e., counseling referrals, medication assistance, 
and social services. Application skills in multi-disciplinary teamwork and alignment of healthcare services for Quality Care, 
Operations, Billing, Coding, and Insurance Claims Processing.  

� Business/Financial Operations Management: Diverse management background within private and government sectors; 
supervised up to 300 business operations managers in U.S. and abroad. 

� Quality Management: Developed procedure that brought medical lab into JCAHO compliance; and saved organization 
thousands of dollars thru application of JIT concepts for payments to suppliers.  

� Personnel Training: Won recognition for training personnel and writing a new operations training manual for managers; 
improved career advancement rate by 100% within one year -- a first for the organization. 

� Hazardous Waste Handling and Disposal: Initiated waste shipping and control program that reduced fines to zero at Tinker 
AFB with first year of implementation, far exceeding management's goals. 

� Leadership Recognition: U. S. Navy, five Achievement Awards and three Commendations for Outstanding Leadership, 
Management, and Development of New Programs. Oklahoma Governor's Award in recognition for hiring persons with 
disabilities.  Marathon Runner 

� Key Proficiencies: Microsoft Office, Adobe Connect, ICD9 medical office and scanning software programs; possesses 
CDL license current. Renew every three years 

 
SNAPSHOT OF HEALTH CARE AND MANAGEMENT EXPERIENCE   

* Selected positions below represent strong healthcare and managerial experiences, when coupled with current education in 
Health Care and state-of- the art training acquired within the U.S. Navy, offers employer a well-rounded, highly trained, and 
self-disciplined professional with an unwavering commitment to the delivery of quality health care services.        
 

Medical Assistant Saint Mary's Hospital Auburn, ME  
Summary: Provided clinical and administrative support to physicians, conducting routine procedures for patients including medical 
histories, medication reviews, vital signs, venipuncture, and calling in prescriptions; billing and processing ICD-9 coding and 
processing insurance claims. (Caseload of approximately 50 patients per day)    
 

Medical Assistant Jackson Brooke Psychiatry  Portland, ME 
Summary: Worked in Health Information and Technology area, processing all requests for medical records, assembly of records, and 
scanning records to CD for archives. Conducted patient in-take and medical histories; and provided outpatient education and referrals 
to various social services for counseling, medical assistance, employment, food and housing. Collaborated with state medical 
psychiatry physicians and faxed them information on patients brought to the ER for mental health issues.  
 

Business Manager Kings Creative Floral and Design  Auburn, ME 
Summary:  Managed all business and financial operations including budget, AP/AR, deliveries, marketing, advertising and new 
business development. Commended by owner for maximizing ROI (Return On Investment).   

 

Career Professional United States Navy                Tinker AFB and U.S Port Locations  
Summary: Earned top performance recognitions within demanding operating environments where leadership and teamwork were 
critical to efficiencies and successful outcomes.  Over course of career, assigned to diverse number of progressive leadership positions 
including last project as Aviation Store Operations Director, prior to discharge. Supervised over 300 store managers in support of 
Naval Aviation throughout the world.  Accountabilities included financial/budgetary and administrative management, procurement, 
personnel training and program development. Previous assignments: Supply Maintenance and Material Management; Personnel 
Management and Training; Hazardous Material Management and Transportation; Purchasing and Customer Service. After successful 
military career, pursued education and employment to support career transition to Healthcare Industry, including most 
recent work in Waste Management for City of Oklahoma City - 2008 to April 20ll. Left position for full -time career search.      
 
FORMAL EDUCATION:      Master of Health Care Admini stration, Capella University, Minneapolis, MN - Currently Enrolled 
                                                   Bachelor of Health Care Administration, Ashford University, Clinton, IA - Graduated Cum Laude  
RELEVANT TRAINING :     Medical Office Management, Medical Records, Patient Relations, Health Care Coding, 

Insurance, and Billing Procedures   
     Processing Labs and Proper Shipping Procedures                                            
                        Addendum of experience, next… 
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ADDENDUM OF EXPERIENCE , SKILLS , AND ACCOMPLISHMENTS  
 

 
QUALITY CONTROL AND PURCHASING: Utilized quality co ntrol processes in different work environments, successfully  
protecting personnel, assets, and reputation of medical and government organizations.    

• Verified all agreements and payment for services and ensured JIT process, saving over $10.K annually in late payment fees 
for Navy. 

• Ensured accurate documentation on specimen and blood work being shipped from laboratory. 
• Reduced lab rejections by 20% and brought organization in compliance with JCAHO standards. 
• Reviewed and ensured patients' records for accuracy and completeness for smooth transition to other psychiatric facilities.  
• Checked, approved, and expedited timely Hazardous Material and Waste transports, resulting in zero EPA fines. 

 
PERSONNEL DEVELOPMENT AND TRAINING:   Recognized for training skills throughout career that resulted in a highly 
skilled and well-received workforce that achieved high ratings from managers, customers, and community. 

• Trained all Navy personnel on proper method for shipping Hazardous Material and Waste on Tinker AFB, eliminating  
delays and fines to zero within first year of implementation 

• Wrote two customer service manuals to help subordinates understand how to deal with customers and resolve issues before 
 they escalated.  

• Trained all new drivers at Waste Management to ensure job knowledge and safety; achieved training position within six  
months of hire. 

• Developed and wrote new training manual for the Aviation Storekeeper; improved advancement rate to 100% for  
department personnel.  
 

PERSONNEL TRAINING TOPICS: Trained personnel in pri vate business and Military  in the following topics including, but 
not limited to the following: 

•  Budgetary, Financial Operating System: Financial macros and producing monthly/end of year financial report 
•  Principles of Supervision: Training medical personal on proper way to process labs and ship them 
•  Scanning Medical Files For Long-Term Storage  
•  Medical Coding and Billing 
•  Safety Training for Hazardous Material 
•  Purchasing and Procurement 
•  Inventory Management, Boeing Supply Warehouses 
•  Hiring Civilian Personnel 

 
INVENTORY MANAGEMENT: Controlled cost and quantity of large inventories, reducing overall costs, and increasing 
profitability and ROI.  

• Identified critical (computer) system interface problems that created inventory and financial impact affecting physical 
inventory of $160.M; saved Navy over $25.M in erroneous charges.  

• Led development of the Integrated Bar Code System, resulting in 100% accountability and the elimination of missing 
inventory, saving Navy $30.M per year. 

• Consolidated contractor supply inventory with that of the Navy’s that required renumbering over 30,000 consumables  
and 8,000 repairable items. Effort improved accessibility and efficiency to 90%.  

 
CONTRACT NEGOTIATIONS: Negotiated contracts with in ternational companies, foreign and local vendors, delivering 
significant savings to organization. 

• Negotiated contracts with Staples and Office Depot that improved availability of office supplies and saved over $50K in 
critical funds for the Navy. 

• Reached agreement with Xerox to provide replacement, and maintenance-free copier services for high-usage department  
of 250 communications personnel. 

• Represented Navy in negotiating best pricing for supplies and support in foreign ports for fuel, car rentals, accommodations, 
and cultural activities. 

 
 

           
 

continued… 
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ADDENDUM OF EXPERIENCE , SKILLS , AND ACCOMPLISHMENTS  
 
 

 
OTHER SPECIALIZED TRAINING  

 
• Healthcare Internship: How to run a medical office and office procedures for managed healthcare 
• Health Information Technology Training for maintaining medical records and privacy 
• Medical - Customer Service, How to Process and Ship Labs 
• Billing and Coding, Insurance 
• Total Quality Leadership and Management School and Seminars 
• Transportation of Hazardous Material, Oklahoma State University 
• Joint Aviation Supply Maintenance  
• Material Management, Navy Supply Corp School - Athens, Georgia 
• Hazardous Material Management, U.S. Navy  
• Purchasing Agent - numerous schools and seminars 

 
 

PROFESSIONAL AWARDS & HONORS  
 

Five Achievement Awards, Three Commendation Medals  
Numerous Letters of Commendation 

* All awarded for outstanding leadership, management, and development of new programs* 
 

PROFESSIONAL MEMBERSHIPS & COMMITTEES 
 

Life-Long Learning Association for Outstanding Academic Achievement, 
Ashford College, Clinton, IA - Alumni Association  

 
PERSONAL INTERESTS AND ACTIVITIES  

Avid Marathon Runner  
 

COMMUNITY SERVICE  
 

Raised $5,000 for a homeless shelter to provide food and living necessities, Portland, ME 
Heightened community awareness and raised money for abused children, Jackson Brooke Hospital, Portland, ME 
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