Health Care Coordinator CV 

Charles V. Anthony
1153 Jewell Road
Eagan, MN 55121
Phone: 612-703-8247
Email: cvanthony@anymail.com
Career Objective:
Looking for a health care coordinator position with "WellMed Center" to provide valuable services to patients and their families members and access necessary medical services easily.
Summary of Skills:
· Proficient with health care management requirements and protocols

· Efficient in performing administrative and clerical functions

· Ability to communicate with patients in a friendly and sympathetic manner

· Competent in fulfilling targets under minimum supervision

· Skilled at coordinating multiple functions and keeping track of activities

· Familiarity with rules and regulations associated with medical insurance policies
Work Experience:
Health Care Coordinator
Holy Water Medical Center, Eagan, MN
August 2013 - Present

· Coordinate between patients, and health experts to provide accurate medical services on time

· Communicate with patients and explain them medical terms, diagnosis procedures, medical tests results, etc.

· Help family members in navigating through the healthcare system

· Ensure medical equipment in each unit are sterilized and in working conditions

· Supervise maintenance and housekeeping teams and ensure the facility is in hygienic condition and fully functional

· Provide guidance to members at reception in completing admission and discharge obligations

Health Care Coordinator
Noble Deeds Hospital, Eagan, MN
October 2012 - July 2013

· Provided guidance, support, and advice to patients in availing medical services

· Informed and prepared patients for medical tests and read them test results

· Collected test reports from aboratory and filed them in the respective patient's file

· Communicated with and booked appointments of doctors for meetings organized by state medical association

· Evaluated care quality and assisted health care professionals in changing treatment for better results

· Provided patients and family members with price quote, insurance details, and other required help
Education:
· Bachelor's of Science in Public Health
City-End College, Eagan, MN
2011
