Ruth F. Michel

4110 Charlotte St  Kansas City, Mo  64110

(816) 500-8463   rfkermit@msn.com
MEDICAL OFFICE EXPERIENCE
Practice Manager

Midwest Womens Healthcare Specialists LLC

6400 Prospect Ave

Kansas City, MO 64132

Six doctors/37 staff (managers, midwives and nurse practitioners and hourly) staff OBGYN practice 2 clinics. Promoted to Practice Manager in less than 6 months from hire.


Coordinate all facets of daily operations: IT, staff and provider personnel issues. EMR and rollout of practice management software and timekeeping software. Medical supply ordering. Doctors’ and midwives’ call schedules. 

Orient new hire and visiting residents and obtain key signatures of HIPPA, confidentially policy, policy manual; etc. Counsel and coaching employees, performing one-on-one annual reviews and annual benefits enrollment options reviews. Developed and presented customer service training initiative for staff.


Monthly financial analysis and allocation of contract income for partners. Contract invoices prepared and submitted to hospitals, liaison with accountant services and payroll services. Maintain electronic checkbook for all deposits and payables.


Analysis and process payables to vendors, rents, insurances, CME and travel arrangements (70+ monthly). Maintain and negotiate vendor contracts.

Payroll processing and benefit management for doctors and staff; benefit and accrual adjustment, HSA and 401K contributions for staff and providers.


Special project results for physician partners ie. annual salary study and recommendations and  benefit insurance options and recommendations.


Direct department coordinators meetings, facilitate problem resolutions and follow up initiatives. 

Acitve member of practice association of OBGYN member clinic managers re: billing, IT, collection, and contracting and data analysis issues

Office/Clinic Staff

 Specialty Clinics - Idaho 

(Sinus Center-Idaho/Allergy Clinic -Idaho

River Run Surgery Center)


Boise, Idaho







2003 – March 2008


Extensive patient relations as first patient contact on phones for five clinics. Liaison between patients and providers for pre and post surgery care inquiries, medication requests and other patient concerns. 

Satellite office manager for two years, responsible for all aspects of patient care and clinic functioning such as scheduling, staffing, supplies, daily charge posting and balancing, and supporting providers at clinic. Interview patient for initial medical histories and execute consents, authorizations and surveys per providers’ directions.

Posting patient charges and payments, daily charge balancing and preparation of bank deposits. Pre-certification from insurance carriers for diagnostic procedures and CAT scans. Medical record management: release medical records and obtain medical records per clinic policy and HIPAA guidelines. 

Cross trained as Medical Assistant: Room patients, obtain patient histories, take vital signs, instrument cleaning. 
Clinic and Optical Retail Staff 
 Family Vision Clinic & Artisan Optics

 Boise, Idaho



 

 January 2000-September 2003 


Patient contact in all aspects of optometry practice and two optical retail locations. Assist customers with frame and lens selection and fitting - Optical sales and full customer service.  Frame ordering and retail displays at both retail locations



Assisted doctors with visual fields testing vision therapy and contact lens use instructions. 


Patient scheduling and recall. Liaison between patients and management re: medical and optical concerns and questions. Daily and month end invoice reconciliation. Process contact lens orders and delivery to patients in a timely manner.  
EDUCATION


 B.A., University of Oklahoma, Norman, OK   
COMPUTER SKILLS

Word, Excel, Outlook, Internet Explorer


Microsoft Office – email, word processing, Excel and Publisher, PowerPoint 




Extensive experience with Digichart EMR; Greenway Practice Management; 



             CBIZ payroll software and electronic check register; 



             Time Force time keeping system. Copiers, IT and phone system troubleshoot.
  

(Complete Employment Chronology and References available upon request)
