GLORIA TEIXEIRA




Tel.:      305.672.6322  

e-mail:  gloria@aboutgloria.com                                                                               U.S. Citizen


Administrative Secretary with a background in Healthcare
Seeking a suitable position, where I can utilize my past skillset and bring a wealth of experience to my performance.  Most importantly, I will bring caring, warmth and emotional intelligence in dealing with others, as well as a tactful and mature attitude..  Please call me so that we may chat about my skills, ability and suitability for your office.
PERSONAL PROFILE:


· Mature, well educated, computer-literate administrative support person

· Excellent command of the English language and its usage, with emphasis on spelling and grammar skills

· Highly knowledgeable in medical terminology.   Medical transcription.  Surgery scheduling.  Insurance verification.
· Fast, accurate typing –  60 wpm.  Basic Microsoft Word.  Windows.   Internet.   Web savvy. 



· Some conversational and written Spanish.  Quick learn with new software
· Tact, confidentiality, diplomacy and advanced interpersonal skills.  
· Good communicator with executives, administrators, physicians, clerical staff, intra- and inter-departmental staff, donors,  benefactors and volunteers of  Mount Sinai Medical Center

· SKILLS AND STRENGTHS:
Satisfied the very stringent requirements of responsible positions in prestigious medical institutions and provided intelligent, knowledgeable and timely response to the requirements of an administrative support  position.  

· Typing.   Transcription – medical and general correspondence.   Ability to utilize strong writing, editing and proof-reading skills to provide excellent dictation transcription and to author correspondence.

· Demonstrated ability to excel in senior positions requiring accuracy, judgment and dependability, as well as interpersonal skills and discretion in handling sensitive matters.  Professional demeanor and phone manner, and an ability to interact with people at all levels

EDUCATION:      Graduated from St. Joseph’s Convent, Trinidad, with a University of Cambridge (England) General Certificate of Education.  Many years on-the-job training and work experience.  

WORK  EXPERIENCE:

OFFICE OF SEYMOUR C. NASH, M.D., UROLOGIST, MOUNT SINAI MEDICAL CENTER, Miami Beach, FL

1/2004 – Present   -     Office Assistant,   Part-time.    305/531-7671

MOUNT SINAI MEDICAL CENTER, DEPT. OF ORTHOPAEDICS, Miami Beach, FL       

3/97- 1/99
Senior Secretary, Office of Dr. Michael Gurvey, Pediatric Orthopaedic Surgeon
Performed in a responsible position with duties  which included:

· Medical transcription, transcribing and authoring office correspondence, scheduling and obtaining insurance authorization for surgical procedures,and managing monthly calendar for surgeon

· Opening and sorting mail, making travel arrangements, arranging seminar attendance, keeping CME record, handling telephone calls from doctors, attorneys and patients, scheduling and preparing for legal depositions and coordinating  administrative and secretarial duties relating to the smooth and effective operation of the practice. 

· Completing detailed application forms for credentialling and re-credentialling for hospital privileges and insurance provider participation.  Supervisor:  Marilyn Yonts – 937/428-4923
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MOUNT SINAI MEDICAL CENTER, DIVISION OF SURGICAL  ONCOLOGY, Miami Beach, FL 

3/94 - 3/97
Senior Secretary, Office of Dr. Victor Dembrow and Dr. Thomas Mesko.
· 3 Surgical Oncologists.  Performed duties which included scheduling surgery, insurance verification and authorization.  Batching of charge tickets for Billing Dept., placing transcribed notes in the office charts and mailing out letters generated from the dictation, typing of scientific manuscripts and correspondence.  Transcribed all office dictation before a transcription service was hired. Assigned to Front Desk on patient days to complete charge tickets, receive office visit fees.  Phones.   Communicated effectively with doctors, patients, inter- and intra-departmental personnel.  

Accepted the challenge of a transfer to fill an especially demanding position in the Dept. of Orthopaedics at Mount Sinai Medical Center., Miami Beach.  

Supervisor:  Peggy Anton, R.N.   - 305/674-2498

UNIVERSITY OF MIAMI, NEUROLOGICAL SURGERY, Mount Sinai Medical Center, Miami Beach, FL

1991-1994
Receptionist/ Secretary

· 3 Neurosurgeons.  Front Desk operations.  Some secretarial support.  Enjoyed this learning experience with University of Miami medical staff.  Supervisor:  Mary Stewart Natiello, MBA/HA – 305/243-5843

SOUTH SHORE HOSPITAL AND MEDICAL CENTER,  Miami Beach, FL

1986-1990
Executive Secretary     Supervisor:  Mary Stewart Natiello, MBA/HA – 305/243-5843

· Managed and ensured completion of projects assigned by the CEO, William Zubkoff and COO, Barbara Zubkoff.   Provided secretarial support for an Assistant Administrator, Mary Stewart Natiello, utilizing tact, diplomacy and good judgment.  Non-medical transcription of dictation.  Assisted with arranging South Shore Annual Grand Ball and preparing the  South Shore Hospital Staff Newsletter.

From Mary Stewart Natiello, MBA-HA: “One very important trait is her ability to keep confidential information confidential.”

MOUNT SINAI MEDICAL CENTER, HUMAN RESOURCES,  Miami Beach, FL

1981-1984
Executive Secretary to the Director of Employee Relations, Barbara Shobaken  

· In this interesting position, I interacted with all levels of the Mount Sinai Medical Center staff.  Duties included authoring correspondence as requested, handling special projects in the Human Resources Department , exercising utmost confidentiality, tact, diplomacy.  Completing and returning Unemployment Compensation Claim Forms, attending Depositions and  Hearings, etc.  Processing staff Jury Duty checks.  Assisting with Employee Recognition Party.

From  Barbara Shobaken:  “The quality of her work has been consistently good.”

WRITTEN  TESTIMONIALS AND WORK REFERENCES CAN BE PROVIDED AS REQUESTED
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