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	45 Crystal St

Paxton Ma 01612
	Phone 508-868-1214
marymiller@charter.net


	Objective
	To Obtain a position using my Medical Office Experience

	Work experience
	Supervisor Office Support   5/21/07-3/9/10                   UMASSMEMORIAL
Performed a variety of duties involving the supervision, direction and coordination of assigned personnel and activities. Worked in conjunction with office management and office physicians to ensure consistent office procedures and practices were adhered to. Hired, promoted, trained, disciplined, resolved grievances, terminated staff.

Proficient in Meditech, IDX, Kronos, Word, Excel.
Completed required management classes, such as How to hire the best, Managing a diversified staff, How to handle conflict and resolution.

Office Manager    
3/2002-2/2007
Shrewsbury OB/Gyn      

Provided central decision making functions, using office policy, for the benefit of the practice. The position was not strictly administrative and required an ability to work closely with the doctors and all support staff to assess office needs, delegate tasks and fill in when necessary.
I was solely responsible for all the billing aspects of the practice. Have used multiple Electronic Billing and Medical Record programs.

Cardiac Technician     2002    
UMASSMEMORIAL 

Provided hands on testing to cardiac patients and all clerical needs of the position. . Worked in conjunction with office management and office physicians to ensure consistent office procedures and practices were adhered to.
Instructor      1998 - 2002   
The Salter School          
Taught Medical Office Procedures and Medical Assistant courses which included Electronic Medical Records and Billing programs.
Office Manager     1998       
Worcester Pastoral Counseling Center, Inc. 
Performed a variety of duties. Managed the office for the Counselors, researched and set up computerized billing program. Co-coordinated office meetings and events. Trained incoming job replacement.
Medical Assistant    1988-1998

Had multiple Medical Assistant jobs after graduating.  Used my schooling and experience to work my way up to manager.

	Education
	Associate in Science

1988                  Fischer Junior College        Boston, Ma
2007                  QuickBooks                        Auburn, Ma 
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Supplied on demand
