Christine A. Hartzell

1925A Allwood Drive
Bethlehem, PA  18018
Home Phone: 610-419-9324 Cell:  484-226-6782

christinehartzell@hotmail.com

PROFESSIONAL SUMMARY
Administrative assistant and customer service professional with experience in a variety of fast paced office environments including hospitals and universities. Efficient and compassionate with the ability to solve problems and provide timely and accurate information.
SKILLS
MS Word, Excel & Outlook trained; data entry (10100 kpm); typing speed 65 wpm; Fox Pro/Medical Quality Assurance (MQA) database; IMED patient database; CHS QRM Case Management database; Navinet web-based insurance authorizations
WORK EXPERIENCE
Indicon, Inc.






 April 2014 to January 2015

Receptionist/Data Support
· Answer all incoming phone calls

· Open and distribute incoming mail

· Enter client information into company database

· Provide support to Investment Department by preparing new business applications

such as individual retirement accounts, annuities and Roth IRA’s.  Prepare client

correspondence, track returned paperwork and update company database.

Easton Hospital





 Jan 2007 to July 2013
Administrative Assistant/Case Mgmt. Data Coordinator

· Supported case managers and their case loads
· Verified vendor information and updated changes adhering to regulatory requirements

· Accurately entered patient information into company-wide database (HMS) with regards to Medicaid admissions, insurance authorizations and denial/appeal correspondence 
· Facilitated complete and timely reporting of Medicaid Admissions and Late Pick-ups, and disseminated reports to the business office as indicated 
· Provided patient demographics to payers and obtained authorizations as required  
HP3, Inc., Bethlehem, PA




Mar 2001 to Nov 2006
Administrative Receptionist/Assistant
· Answered all incoming calls and transferred to appropriate parties
· Received and distributed all incoming faxes, and processed company credit card orders 
· Outlook Meeting Coordinator-approved meetings, maintained conference room schedules 
· Assistant librarian responsible for reference book ordering, subscriptions and research 
Apollo Metals, Ltd, Bethlehem, PA



Dec 1999 to Feb 2001

Sales Secretary

· Provided administrative and secretarial support to marketing director and sales managers 
· Prepared, edited and customized correspondence, trip reports, forms and spreadsheets
· Coordinated travel arrangements for the Sales Department
· Maintained and updated various sales spreadsheets in Excel  
Johns Hopkins University 




June 1995 - Nov 1999
Administrative Secretary - Department of Radiology

· Inputted statistical data related to the Mammography Department. 
· Promoted a positive patient-driven, service-oriented environment.  
· Maintained patient database and charts; assisted in the preparation of statistical reports 
· Coordinated unit special events, conferences, and seminars
EDUCATION
Northampton Community College, Bethlehem, PA 
19 credits towards Office Administration Degree/Associates Degree

