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Objective:  Seeking a career where I can make a difference, resolve issues and contribute to advancement and growth by using the skills and experience I have gained from my 18+ years in medical management. 

Work Experience: 

Administrator-Orthopedic Surgeons Inc.-N. Kansas City MO

July 2010-December 2011
· Manage two offices for a six physician orthopedic group

· Oversee accounts payables, set and met budget and company goals

· Manage all departments within the company.  Assist and guide employees to reach their maximum performance and support the physicians, patients and co-workers in every aspect of their job description and beyond.
· Negotiate and implement new equipment to improve patient treatment and boost revenue.
· General administrative duties include but not limited to payroll, human resource duties and renegotiating contracts.
Practice Manager-Kansas City Urology Care, P.A.-Shawnee Mission KS

August 2007-July 2010
· Manage three offices for a large urology group.  
· Payroll for 30+ employees.  

· Kept physicians credentialing & re-certification current

· Responsible for account reconciliation and office budgeting
· Perform human resource duties including; staff hiring, reviews and counseling. 

· Current on all OSHA and HIPAA rules and regulations.
· Project Manager, plan design and decorator for new 5,000 sq foot office.
· EMR system-Nextgen

Office Manager-Gale B. Oleson, M.D. Dermatology-Blue Springs, MO

October 2006-August 2007

· Maintained the daily operations of the office
· Launched “Med-Spa”: Negotiated and purchased all laser equipment and spa products.  Developed menu of services
· Payroll

· Managed all departments-Front desk, nursing and accounting.
Clinic Operations Manager-Dickson-Diveley Midwest Orthopaedic Clinic-Leawood KS

June 1993-October 2006

· Coordination of physicians schedules to maximize productivity

· Manage the day-to-day functions of the clinic and staff schedules

· Medical Coordinator for the Kansas City Royals-Scheduled all appointments, medical testing and surgeries for players and staff.   Liaison for team trainers both major and minor league, outside physicians, and the MLB.  
· Initiated and developed the medical/legal and workers compensation departments to a successful and profitable area within the organization.  Contacted and enlisted new accounts established a fee schedule and built a client friendly rapport with case managers, which lead to increased revenue.

· Conducted staff payroll for 50+ employees
· Contracted with vendors and negotiated competitive pricing

· Developed and implemented the policy and procedures manual (Employee Handbook).

· Managed all employee relations- Conducted interviews, initiate hiring and training new staff for successful long-term careers.  Performed disciplinary meetings as needed for constructive resolutions.  Implemented terminations when needed.  Conducted staff reviews and evaluations.
· Supervised phone center to ensure superior customer service, call quality and efficiency.

· EMR System-GE Centricity

· Developed all marketing materials-Full page ads in KC Royals magazine, banners, clinic brochure of services, specialty flyers and organized/operated promotional booths at public functions.

Previous Careers:
· Dental Assistant-2 years experience
· Travel Agent – 1981-2010
-Always Cruise & Tour-Vacation and Group Sales

-AAA Travel-Corporate Travel

  Meeting/Travel Coordinator for the Federal Reserve 
   Bank of Kansas City-On sight
-International Tours-Branch Office Manager

  Opened New Office-Vacation & Corporate Travel

  Outside sales to establish client base

· Catering & Event Planner

Training:

· Customer Service




*HIPAA

· Sales






*OSHA

· Diffusing employee and customer conflict

*Excel, Power Point, Word

· How to manage people



*Office Management

· Human Resources




*Project Management
· Accounts Payable/Receivable

· Marketing

Affiliations:


· Greater Kansas City Medical Managers Association
· Medical Group Management Association

Volunteer Work:

· American Cancer & Lymphoma Society

· Prostate Cancer Foundation
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