 Medical Office Manager Resume
Thomson Lawrence
15th Lane Avenue, Near New church, Boston
Home: 00658-21589-98754
Cell: 00125-4587-9685
Email: Thomson.lawrence@shipping.co.in
Career Profile:
A highly skilled, talented and knowledgeable medical office manager with diverse experience in contriving, organizing, guiding and monitoring services of health centers. Seeking a challenging position as medical office manger to utilize my skills and proficiency in a renowned health organization.
Professional strengths:
· Possess six years of professional experience in the mentioned field

· In-depth knowledge of medical terminologies, medical laws and ethics

· Possess excellent verbal and written communication skills

· Good organizational and management skills

· Knowledge of basic operating systems like Microsoft word, Excel, PowerPoint and the internet

· Ability to assess and implement new medical projects

· Familiar with the practice of marketing, appointment reminder service and direct mailings

· Positive, flexible and ability to handle patients with care and concern

· Goal oriented and ability to accomplish tasks within limited time

· In-depth knowledge of administrative tasks and procedures
Professional Experience:

Boston Health Care Centre, Boston
20XX till date
Medical Office Manager

· Handled medical administrative tasks like purchasing, scheduling, payroll, licensure and HIPAA compliance

· Collaborates with medical practitioners to ensure proper maintenance of up-to-date medical certifications

· Worked with Medical Director and Departmental Heads to evaluate systems and processes to ensure effective medical service

· Handled the tasks of preparing agendas and organize meetings under the instructions of Medical Director

· Responsible for hiring, training and conducting counseling and coaching

· Evaluates the performance of administrative staff

· Handled the responsibility of generating innovative plans and implementing the same

· Worked with medical officer for solving critical issues
Boston Pest Control Inc, Boston
20XX to 20XX
Assistant Medical Office Manager

· Handled the tasks of checking up-to date records of patient's and correcting it as per the treatments, medications, side effects and symptoms

· Assisted doctors in scheduling appointments and diagnoses of patients

· Handled the responsibility of keeping track of expensive equipment and devices

· Provided educational material to patients, and prepared inventory bill and accounts statement

· Responsible for maintaining good relationship with different healthcare centers

· Provided assistance to doctors in activities like surgical operation procedures, taking proper care of patients and in conducting various therapies

· Handled the tasks of checking and maintaining proper medical records

· Responsible for implementing objectives, policies and processes of medical health care
Educational Summary and Certifications:
· Bachelor's degree in Medical Office Administration, SDE College of Science, Boston 19XX

· Diploma in Medical Office Administration, Certification Course Centre, Boston 19XX
Personal Details:
· Name: Thomson Lawrence

· Date of Birth: XX/XX/19XX

· Employment Status: Full time

· Relationship status: Single
Reference:
Will be available upon request
