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SUMMARY OF QUALIFICATIONS

Results-driven, mid-level manager withe¥er twenty years of clinicalalministrative, and supervisory experience in
behavioral health industry. Key emphas assurance, policies and procedures, performance management,
employee development, teambuilding and stafﬁng Remarkable ability to multitask a variety of challenges and
responsibilities in a timely manner to achieve project goals. Ability to manage a diverse workforce including both military
and civilian personnel. Twenty years of successful service in the United States Army as Mental Health Specialist with
excellent supervisory and management experience.

Areas of Experience:
e Administration

e Leadership/Team Building
e Microsoft Office Suites

Payroll Management
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PROFESSIONAL EXPERIENCE

Walter Reed Army Medical Center, D.C. January 2009 - January 2010
Health Systems Specialist:
e Assumed duties as senior administrator in absence of senior management by ensuring efficient functioning of the
clinic for 25 behavioral health providers
Reduced schedule conflicts by 50% through effective management of provider templates
Maintained clinical data and used it effectively to justify retention of current behavioral health provider positions
Reviewed resumes, scheduled, and conducted interviews for administrative support and clinical personnel
Performedﬁa yroll and wgrkload management procedures for up to 30 personnel
e Revised job descriptions for 10 behavioral health clinical positions to accurately match requirements and duties
performed to potential candidates
e Initiated and submitted requisitions for personnel actions including new hire, action extensions of term
appointment, inations, transfers, and promotions ——
e Monitored workload management and payroll activities for 25 personnel ensuring 100% reconciliation

Walter Reed Army Medical Center, D.C. April 2008 - January 2009
Program Support Analyst:

e Developeda trqckinﬁ system to monitor coming personnel and identify upcoming competency

inspections dates

Created and put into practice a standard operating procedures for the Accountability Center by providing a
guideline for the functioning of the office

r the department administrators using an online assessment tool
Performed weekly inspections of clinical areas and prepared verbal and written reports on the findings of each
clinical area to the Joint Commission Inspection Team
Monitored overall hospital compliance with Joint Commission and Department of Defense mandatory training
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Walter Reed Army Medical Center, D.C. July 2005 - February 2007

Inpatient Psych ervnsor:
n the delivery of acute inpatient psychiatric care to 27 patients on a
ally ba
e Counseled 20 personnel on career management and professional development

e  Monitored work activities of 5 personnel on a daily basis
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