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(818) 935-0145
Summary
Highly organized and efficient Office Administrator with a proven track record in managing medical office operations. Seeking to utilize my expertise in scheduling, patient communication, and administrative management in a medical or surgery office setting. Dedicated to supporting healthcare professionals and enhancing patient care through streamlined office procedures and attentive service.

Experience
         Provider Link Hospice						          January 2023-Present
Office Administrator: responsible for overseeing the day-to-day administrative operations of the hospice office. Ensured the smooth and efficient functioning of the office, providing critical support to the clinical team and maintaining effective communication with patients, families, and healthcare providers. Played a key role in maintaining accurate records, coordinating schedules, and ensuring compliance with healthcare regulations.

         PM Hospice							January 2022-January 2023
Office Administrator: managed the daily administrative operations of the hospice office, ensuring seamless office functionality. Provided essential support to the clinical team while facilitating clear and effective communication with patients, families, and healthcare providers. Played a pivotal role in maintaining precise records, coordinating schedules, and ensuring adherence to healthcare regulations.

Safe Haven Skilled Nursing Facility			           March 2021-December 2022
Patient Caretaker: supporting residents and displaying proficiency in assisting with daily activities, monitoring vital signs, and fostering a safe, compassionate environment. Dedicated to enhancing patient well-being through personalized care and strong teamwork with nursing staff.


Pure Med						          	           June 2019-June 2020
Office Administrator: supported physical therapy recruitment operations. Skilled in managing schedules, maintaining candidate records, and facilitating smooth recruitment processes. Strong communicator, committed to ensuring seamless office workflow and excellent support for recruiters and candidates.
Education
Los Angeles Valley College						       	      2017-2019
General Education
Skills
· Office Management
· Patient Communication
· Medical Terminology
· HIPAA Compliance
· Billing and Coding
· Electronic Health Records (EHR)
· Multi-tasking
· Team Collaboration
· Problem-Solving
· Attention to Detail
· Bilingual English and Armenian

