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SUMMARY

Administration Specialist who continually maintains a positive attitude while interacting with 
demanding clients. Committed to approaching tasks with tenacity and attention to detail. I am a 
reliable and competent professional with exceptional data entry and over 10 years of customer 
service skills. Maintained personnel records, technical libraries, daily correspondence in properly 
named files and able to retrieve when needed. 

SKILLS

Coping  Training, Behavior Modification, Case Planning And Management, Microsoft Office, Social 
Media Marketing, Client Relations, Data Entry &amp; Analysis

WORK EXPERIENCE

Administration Specialist
Mass Eye And Ear Infirmary  October 2010 – Present 
 Delivering outstanding customer service while answering a high volume of incoming calls.
 Ensuring the integrity of the data in the hospitals computer system with respect to the 

patient.
 Specifically obtaining and documenting referrals and/or authorizations for all patient 

appointments.
 Collaborating with patient service areas to ensure a positive and effective patient.
 Documenting accurate information on all patient accounts to ensure an effective workflow 

throughout the organization.
 Serving as a resource for patients and others with questions regarding registration.
 Modifying and reviewing invoices, preparing and analyzing AR and AP reports daily, 

performing credit/rebills operations, customer friendly reminders, bank reconciliations, and 
office/warehouse supply purchases.

Administration Specialist
ABC Corp  May 2008 – September 2010 
 Applied the agency laws, rules, regulations, policies, and procedures in maintaining and 

processing agency information.
 Created official agency word processing documents, created and maintained the agency 

databases typically using Access or similar software packages.
 Created and maintained the spreadsheets, created original presentations using software 

packages.
 Served as a liaison with the public, clients, agency staff and others to exchange information 

and explain agency services, laws, rules, regulations, policies and procedures.
 Assured an effective coordination of operational functions.
 Established the tracking and monitoring systems and conducted follow up to ensure effective 

resolution of matters.
 Obtained, organized and drafted the technical and administrative material necessary for 

public information or departmental use.

EDUCATION

B.A. in Sociology - May 2001(Framingham State College  - Framingham, MA )
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