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	Healthcare Administrative Professional
	

	
	
	


[bookmark: _Hlk70079478][bookmark: _Hlk75203721]Detail-oriented and patient-focused Healthcare Administrative Professional with 5+ years of experience in patient services, medical billing, scheduling, and front-office operations. Skilled in managing patient inquiries, coordinating appointments, processing insurance claims, and maintaining compliance with HIPAA regulations. Adept at improving patient satisfaction, streamlining administrative workflows, and supporting healthcare teams in fast-paced clinical environments.
	· Patient Registration & Scheduling
· HIPAA & Compliance Standards
· Front-Office Administration
	· Electronic Health Records (EHR/EMR) 
· Customer Service & Patient Relations
· Data Entry & Record Keeping
	· State & Federal Healthcare Guidelines
· Patient Complaint Management
· Staff Training & Mentorship



	
	Career Experience
	

	
	
	


LAKESIDE MEDICAL CENTER, Austin, TX	Jan 2021 – Present
Patient Services Representative
· Verified insurance eligibility and processed prior authorizations, ensuring accurate billing and preventing claim denials efficiently.
· Maintained accurate EHR records and updated patient information, supporting compliant and organized healthcare operations.
· Handled patient inquiries, complaints, and billing questions, resolving issues while maintaining empathetic communication.
· Collaborated with clinical staff to optimize patient flow, reduce wait times by 15%, and improve overall satisfaction.
HILLVIEW HEALTH GROUP, Austin, TX	Jun 2017 – Dec 2020
Medical Administrative Assistant
· Scheduled patient appointments, coordinated referrals, and managed physician calendars to ensure smooth clinical operations.
· Conducted patient outreach for appointment reminders and follow-ups, increasing adherence rates by 20%.
· Generated monthly reports tracking billing accuracy, revenue, and administrative performance to improve operational efficiency. 
CLEARVIEW CLINICS, Austin, TX	Jan 2015 – May 2017
Front Desk Coordinator
· Maintained patient record confidentiality and ensured strict compliance with HIPAA policies and healthcare regulations.
· Assisted with phone triage, efficiently routing patient calls to appropriate clinical teams for timely care.
· Trained new administrative staff on office procedures, EMR systems, and effective patient communication protocols.

	
	Education & Training
	

	
	
	


Associate of Applied Science in Healthcare Administration
Austin Community College, Austin, TX | 2014
Certificate in Medical Billing and Coding
Austin Career Institute, Austin, TX | 2015
TECHNICAL CERTIFICATIONS:

EHR/EMR Systems: Epic, Cerner, MEDITECH
Scheduling & Practice Management Software: ATHENAHEALTH, NEXTGEN
Medical Billing & Coding: ICD-10, CPT, HCPCS
Claims Processing & Insurance Verification
