
Vanessa Morales
Lead Medical Administrative Assistant

vanessa.morales@gmail.com (718) 555-0362 New York, NY

linkedin.com/in/vanessamorales-
cmaa

Summary

Highly skilled and experienced Lead Medical Administrative Assistant

with 5+ years of experience in managing medical offices, coordinating

patient care, and implementing efficient administrative processes.

Proven track record of increasing productivity by 25% and reducing

errors by 30% through effective leadership and strategic planning.

Experience

Lead Medical Administrative Assistant Jan 2018 - Present

Montefiore Medical Center Bronx, NY

Lead a team of 5 administrative assistants in providing exceptional patient
care and administrative support.

• Coordinated patient scheduling, billing, and insurance claims for 180+
daily visits, increasing patient satisfaction scores by 20%

• Developed and implemented paperless workflow that reduced
administrative processing time by 40% and increased productivity 25%

• Supervised and trained 5 new staff members, achieving a 95% retention
rate and 25% increase in team productivity

• Maintained accurate patient records in Epic EHR, reducing data entry
errors by 30% and ensuring 100% HIPAA compliance

Medical Administrative Assistant Jun 2015 - Dec 2017

Ascension Health New York, NY

Provided administrative support including patient scheduling, billing, and
insurance claims processing.

• Coordinated patient scheduling resulting in a 15% increase in patient
volume and 10% increase in revenue

• Assisted with billing and insurance claims, achieving a 25% reduction in
denied claims and 15% increase in reimbursements

• Maintained patient records in Cerner EHR, reducing documentation
errors by 20% and ensuring full regulatory compliance

Education

Associate's Degree in Medical Administration
Jan 2015 - Jun 2015

New York University New York, NY

Medical Administration GPA: 3.8

Projects

Implementation of a New EHR System Jan 2020 - Mar 2020

Project Lead

Led a team in implementing a new EHR system, resulting in a 30%
increase in productivity and a 25% reduction in errors.

EHR System • Project Management Software

Skills

• Electronic Health Records
(EHRs)

• Medical Billing and Coding

• Patient Scheduling and
Coordination

• Leadership and Team
Management

• Communication and
Interpersonal Skills

• Time Management and
Organization

• Microsoft Office Suite

• HIPAA Compliance and
Regulations

Languages

English Native

Spanish Fluent

Certificates

Certified Medical
Administrative Assistant
(CMAA)
Jun 2018

National Healthcareer
Association

Certified medical administrative
assistant with expertise in medical
office management, patient care,
and administrative procedures.

Hobbies

Reading

Hiking
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