ESDRAS JEAN
Apopka, FL 32712 ▪ esdrasjean502@yahoo.com ▪ 321-333-8365
HEALTHCARE ADMINISTRATION AND PROFESSIONAL SERVICES 
Current college student knowledgeable in healthcare administration and professional services, health information systems, medical disaster management practices, management of organizations practices, healthcare trends and issues, legal ethical aspects of healthcare, management of strategic human resources and government policies. Worked well with diverse population, excellent telephone etiquette and data entry.
SUMMARY OF QUALIFICATIONS
· Medical Terminology 

· Leadership
· Critical Thinking 
· Case Management 
· Ethical Judgment 
· Microsoft Office Suite  
· Scheduling 

· Client Relations

· Detail Oriented 
· Decision Making 
· Written and Verbal Communications   
PROFESSIONAL EXPERIENCE

· Managed 30-50 of inbound and outbound calls in a timely manner. 

· Followed communication scripts when handling different topics. 

· Identified patient’s needs, clarified information to co-workers and supervisors. 
· Transferred Electrical Medical Record (EMR) to updated system in accordance with HIPPA laws.

· Scheduled new patients and return appointments in computer system in accordance with physician and/or office guidelines.
· Reported data, maintained medical records, retrieved medical records for patient visit, updated referral records, and completed patient authorizations.
· Worked closely with nurse to insure accurate treatment plan.  
· Provided support to the Veterans Certifying Official, Veteran Students and their dependents. 

· Preformed front desk duties by answering phone calls, directing students in person and/or on a call.

· Sent and received emails, answered questions for walk-in students. 

· Assisted veteran students with general inquiries, such as, veteran benefits, veteran's activities, student financial aid, and by directing them to other student support service locations on campus.
· Maintained positive relations with the student support service department to maintain positive atmosphere. 
EDUCATION AND CERTIFICATIONS
Bachelors in Science, Healthcare Administration and Professional Services, Seminole State College, Sanford, FL 
Associates in Arts Degree, General Education, Seminole State College, Sanford, FL

First Aid and CPR, Seminole State College, Sanford, FL
WORK HISTORY
Florida Hospital Altamonte, Call Center Agent, Winter Park, FL




2014-2015

Veteran Affairs, Work-Study Office Administrator, Orlando, FL (Temporary)


2013-2015

Iron Worker Local No.751, Apprentice, Anchorage, AK (Temporary)



2010-2011

Carrs Safeway, Sales Administrator, Anchorage, AK





2009-2010

Officemax, Sales Representative, Anchorage, AK





2009-2010

United State Army, Data Specialist Army Installation, Jber, AK




2005-2009
UNITED STATES ARMY VETERAN
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