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OBJECTIVE:   To provide administrative support
SUMMARY OF QUALIFICATIONS

· Nine years experience in administrative support and customer service
· Highly organized and skilled at multi-tasking

· Excellent customer service skills

· Exceptional oral and written communication skills

· Earned “Outstanding Performer Award” for call handling efficiency and client service
· Worked with diverse health care and aging groups, as well as different ethnicities
· Fluent in English, Cantonese, and Mandarin
RELEVANT EXPERIENCE
Quality Assurance Analyst    
· Processed Cobra coverage for dental insurance among various groups
· Verified essential member information
· Assigned members to different groups and divisions 

· Analyzed data within the enrollment department 
Patient Services Coordinator and Advocate
· Handled all incoming and outgoing calls on multiple phone lines

· Scheduled appointments, department and group meetings, and  travel plans
· Monitored expense reports and files 
· Coordinated appointments, meetings and agendas; assisted with presentations and meeting materials
· Handled critical and highly sensitive and confidential matters
· Maintained inventory of office equipment supplies, purchasing as necessary and managing budget
· Prioritized tasks to meet customer expectations and ensure resource efficiency and effectiveness
· Provided clear and timely communication ensuring alignment of the cross-functional team towards a common goal
Medical Office Administrative Support
· Checked in and checked out more than 150 patients per day
· Replied to e-mails in a timely fashion and answered phone calls regarding patients’ and doctors’ needs
· Managed front desk operations including daily office functions, outbound calls, and all correspondence 

· Scheduled patients’ appointments  and followed up with referrals and authorizations
· Directed more than 200 inbound calls per day
· Managed senior health care center including daily operations, visitor reception, and all correspondence
WORK EXPERIENCE
Quality Assurance Analyst    Delta Dental San Francisco, CA, 2008–2010
Patient Services Coordinator /Advocate, San Francisco On Call Medical Group San Francisco, CA, 2007–2008

Administrative Assistant, UCSF General Internal Medicine, San Francisco, CA, 2007

Temporary Staffing Positions, Adecco, Apple One, McCall, Spherion Staffing Agencies, San Francisco, CA, 2005–Present

Publicity and Promotion Agent Intern Terry Hines & Associates, San Francisco CA, 2003
Citizen Aide Volunteer,  Office of Supervisor Aaron Peskin, San Francisco CA
2002–2005

EDUCATION

B.A., Speech and Communication Studies
San Francisco State University, San Francisco CA 
2003
