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PROFESSIONAL SUMMARY

Strategic Senior Scheduling Specialist with over 7 years of experience in optimizing appointment logistics and enhancing
operational workflows. Skilled at managing complex schedules, fostering collaboration among teams, and ensuring timely
project execution. Ready to leverage my expertise to drive efficiency and support organizational objectives.

WORK EXPERIENCE

Senior Scheduling Specialist £ Mar / 2020-Ongoing

Blue Sky Innovations X Chicago, IL

1. Creates a positive experience for every customer by adhering to best scheduling practices.

2. Answers phones promptly, managing inquiries and appointment requests efficiently.

3. Schedules patient examinations in accordance with company protocols to maximize operational efficiency.

4. Proactively communicates with patients to confirm appointments and pre-certifies exams with insurance providers.
5. Maintains accurate records of scheduling changes to ensure seamless operations.

6. Collaborates with technologists to relay any scheduling modifications, enhancing patient satisfaction.

7. Develops and maintains an up-to-date database of referring physicians to streamline communication.

Scheduling Specialist £ Mar / 2018-Mar / 2020

Silver Lake Enterprises X seattle, WA

1. Managed scheduling for outpatient locations, ensuring efficient appointment flow.

2. Communicated with doctor's offices to gather necessary information for accurate scheduling.
3. Processed outpatient orders using a dialer system for efficient patient outreach.

4. Gained in-depth knowledge of procedures to provide accurate scheduling guidance.

5. Assisted colleagues by sharing knowledge and offering support in scheduling tasks.

6. Exhibited strong organizational skills to manage multiple priorities effectively.

EDUCATION

Bachelor of Science in Health Administration & Mar / 2016-Mar [ 2018

University of Phoenix X Toronto, ON

Focused on healthcare operations, management principles, and patient care systems.

SKILLS

Effective Multi-tasking Communication Skills Problem Solving Training Coordination
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ACHIEVEMENTS

“f¢ Streamlined scheduling processes, reducing appointment wait times by 30%.
“f¢ mplemented a new scheduling software that improved team efficiency by 25%.

¢ Achieved a 95% patient satisfaction rate through effective scheduling and communication.
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