
Nadia Okonkwo

Medical Administrative Assistant Manager
Results-driven Medical Administrative Assistant Manager with 5+ years of

experience in managing day-to-day operations of medical facilities, leading

teams, and implementing process improvements. Proven track record of

increasing patient satisfaction, reducing errors, and improving data accuracy.

nadia.okonkwo@gmail.com
(773) 555-0513
Chicago, IL
linkedin.com/in/nadiaokonkwo-c
maa

Experience

Medical Administrative Assistant Manager

Advocate Health Care • Chicago, IL • Jan 2018 - Present

Managed a team of 5 administrative assistants, providing guidance and
support to ensure seamless day-to-day operations of the medical facility.

• Coordinated patient scheduling, insurance verification, and medical
records management, reducing patient wait times 25% and increasing
patient satisfaction 30%

• Developed and implemented electronic medical records system
upgrade in Epic, increasing data accuracy by 40% and reducing
paperwork by 50%

• Conducted staff training and performance evaluations, increasing team
productivity 20% and decreasing errors 15%

• Collaborated with physicians to ensure effective communication and
patient care, achieving a 95% patient retention rate

Medical Administrative Assistant

Rush University Medical Center • Chicago, IL • Jun 2015 - Dec 2017

Provided administrative support to healthcare professionals, including
scheduling appointments, managing patient records, and handling
insurance claims.

• Processed an average of 50 patient registrations per day with 99%
accuracy rate

• Assisted with medical billing and coding, increasing revenue 25% and
decreasing billing errors 10%

• Maintained confidentiality and adhered to HIPAA regulations, ensuring
100% compliance

• Developed strong relationships with patients and providers, achieving a
90% patient satisfaction rate

Projects

Electronic Medical Records Implementation

Project Manager • Jan 2020 - Jun 2020

Led a team to implement a new electronic medical records system,
resulting in a 40% reduction in paperwork and a 30% increase in data
accuracy.

EHR software • Project management tools

Patient Satisfaction Survey

Project Coordinator • Jul 2019 - Dec 2019

Developed and implemented a patient satisfaction survey, resulting in a
25% increase in patient satisfaction and a 15% increase in patient
retention.

Survey software • Data analysis tools

Certificates

Certified Medical Administrative Assistant (CMAA)

American Association of Medical Assistants • 2015

Demonstrated expertise in medical administrative procedures, including
patient records management, insurance billing, and office management.

Basic Life Support (BLS) Certification

American Heart Association • 2018

Trained in basic life support techniques, including CPR and first aid.

Skills

Electronic Medical Records (EMR)
software

Medical billing and coding

Patient scheduling and
registration

Insurance verification and claims
processing

Communication and interpersonal
skills

Leadership and management

Time management and
organization

Data analysis and reporting

Languages

English, Native

Spanish, Intermediate

Awards

Medical Administrative
Assistant of the Year

American Association of
Medical Assistants

2019

Recognized for outstanding
contributions to the field of
medical administrative assisting.

Hobbies

Reading medical literature,

Participating in health and
wellness activities

Education

Bachelor of Science

University of Illinois at
Chicago

Chicago, USA

2010 - 2014

Health Information
Management

GPA: 3.5/4.0
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