Kenvia O. Sandifer
112 Meadowlark Dr

Harriman, TN 37748

865-466-8271

kosandifer@gmail.com
OBJECTIVE:

· To obtain employment with a company that my skills can be utilized

SUMMARY OF QUALIFICATIONS:

· Proficient with Microsoft Office, Outlook, Word, Excel, and PowerPoint
· Excellent written and communication skills
· Prioritize and time management 
· Medical Terminology
· Excellent Customer Service Skills

· 21 years of experience in customer service

· 13 years of experience in medical patient service

PROFESSIONAL EXPERIENCE:
UT Battelle / Oak Ridge National Lab



September 2021 – Present 
Assistant Administrator
Administrative Assistant Functions may include but are not limited to:
· Schedule appointments, meetings, video- and teleconferences, conference rooms, and other resources as needed.
· Plan and coordinate on-site and off-site meetings, workshops, conferences, and related services, including coordination of travel, site access according to ORNL guidelines, setting up and managing agendas and seminars.
· According to ORNL guidelines, coordinate and prepare domestic and international travel requests, including reservations, conference registration, transportation, and expense settlement.
· Create requisitions and purchase orders based on applicable ORNL guidelines.
· Prepare, review, format, and distribute a variety of written materials per company policy and guidelines.
· Assist the manager with the recruiting and hiring process, including organizing interview schedules, site access, and onboarding.
· Facilitate the review and clearance process for the external release of documents using RESolution (RES).
· Review all signature items (both hardcopy and electronic) for accuracy and completeness and request revisions as necessary.
· Manage information flow and communications with external and internal contacts, including emailing information to staff and setting up appointments and calendar invitations.
· Establish priorities and resolve scheduling conflicts of conference rooms, vehicles, and other resources.
· Maintain the group leader's schedule, appointments, and commitments.
· Answer telephone calls and take messages for the group leader in their absence.
· Maintain a consistent, reliable work schedule during core hours to meet the needs of staff.
· Maintain a professional office atmosphere; greet and receive visitors (in person and over the phone) in a professional, courteous manner.
· Exercise discretion with confidential matters.
· Establish and maintain effective working relationships with internal staff members and external contacts.
· Create, implement, and maintain filing systems and databases as required, and keep filing current.
· Ability to work on multiple tasks in a limited amount of time in a fast-paced environment.
· Set priorities appropriately, anticipate needs and requests, and be able to meet changing deadlines.
· Maintain DOE directives/standards and training requirements.
· Assist with special projects and assignments as needed.
Covenant Health

Roane County Family Practice, Harriman, TN

January 2014 – September 2021
Patient Account Rep II
The Patient Account Rep II is responsible for inbound inquiries from patients, family members, insurance carriers or other payment sources.   The primary responsibility of the Patient Account Rep II is to provide timely and accurate follow-up in response to these inquiries.  The Patient Account Rep II will respond to a minimum of 60 inquiries per day. Patient Account Rep II serves as a resource to Patient Account Rep I’s by providing training and assistance with more complex issues.
· Assists Supervisor to recognize and identify issues pertaining to the working of accounts.

·  Demonstrates the ability to handle varying tasks as well as understanding and interpreting procedures relative to the revenue process.

· Demonstrates knowledge of State and Federal regulations, HIPAA guidelines, HCFA guidelines, TennCare guidelines and other Third Party Payer requirements assuring departmental compliance.

· Recognizes situations, which necessitate supervision and guidance, seeks appropriate resources.

· Adheres to established departmental policies and procedures, objectives, process improvement initiatives, safety, environmental and infection control standards.
· Demonstrates an ability to understand the payer requirements of insurance carrier
· Demonstrates an understanding of all patient information from the facilities and the specifics of each follow-up to ensure appropriate reimbursement is received. 

· Professionally deals with patients/public, co-workers, physicians, facilities, agencies and/or their offices, and other facility personnel using verbal, nonverbal and written communication skills.

· Performs specific functions relating to collection of patient accounts.
· Communicate effectively with patients/public, co-workers, physicians, facilities, agencies and/or their offices, and other facility personnel using verbal, nonverbal and written communication skills.
· Consults and works collaboratively with Supervisors, Co-workers, Department Manager, and other facility personnel, effectively performing tasks of position.
· Assists Vice President, Director, Managers and Supervisors on activities and projects, as needed.
· Demonstrates promptness in reporting for and completing work, ensuring follow-through on assigned tasks.
· Demonstrates initiative in increasing skills and attends training programs as available.
· Utilizes resources available appropriately, i.e. use of equipment and supplies. 

Covenant Health

Roane Medical Center, Harriman, TN


September 2008 – January 2014
Registration Coordinator

Provides daily leadership to Emergency Room Registration, Emergency Room Financial Counseling, and Information Desk Staff.  Provides leadership to all personnel within the department to ensure that all duties are preformed accurately and efficiently.  Serves as primary contact fro ER Physicians, nursing managers, and other hospital departments.  Actively monitors work product to ensure accuracy rates are maintained.  Serves as a communications resource to Knoxville Business Office Services to ensure all hospital personnel are informed and educated on insurance and compliance requirements.  Assist is the interview process to recruit, select, develop, and motivate competent staff to ensure the continuance of productivity and positive morale.  Takes a lead role in providing excellent customer service to all customers
· Assistant to Registration Manager
· Work and maintain daily reports and audits
· Patient and Employee Rounding
· Training and Education of all registrars in the Emergency Department
· Prepare standard and detailed reports and charts, compiling data from various sources and forms
· Perform payroll duties 
· Weekly employee scheduling/Revisions

· Informs departments of missing or incorrect data
· Performs basic clerical duties on short assignments and reviewing tasks that are highly structured according to established procedures. 
· Answering multi-line phone system
· Basic clerical duties and data entry
EDUCATION:

· Harriman High School, Harriman, TN 

             1997-2000
REFERENCES:


· Dr. Samer El Chemaitelli



865-387-6066

· Bishop Donnie Hill




865-376-6911

· Dennis Ferguson 




865-712-6361
· Michael McCallie 




865-771-5417
· Hope O’Dell





865-335-3077
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