Narek Manukyan
524 Myrtle St.
Glendale, CA 91203
(818) 383-7036 — narek05@sbcglobal.net



OBJECTIVE

To benefit an organization that can use a hardworking and innovative professional who offers strong administrative abilities including office management skills, computer operations know-how, customer and service experience.

 SUMMARY OF QUALIFICATIONS 
· Administrative/Customer Service Experience with over 8 years of experience. 

· Enthusiastic and personable. Build rapport quickly with staff and make long-term relationships. 

· Excellent interpersonal skills. Interact well with staff, co-workers, and management. 

· Administrative experience includes supporting DA’s, business communication, scheduling, meeting planning, and project coordination experience. 

· Demonstrated attention to detail and Strong Organizational Skill.
· Flexible and adaptable. Quickly learn new/changing work responsibilities and environments 

· Knowledge of Microsoft Windows XP, Word, Excel, Access, PowerPoint and Outlook. 

 WORK EXPERIENCE
 Kaiser Permanente 

Administrative Coordinator (MAIN-OR,CVOR, ASC-OR/Recovery, PACU/PRE-OP, 2N Tele unit, HEMO)

4867 Main Hospital Sunset Blvd Los Angeles, CA 05/07/2012- Present
· Coordinating the master schedule and staffing needs monthly basis with DA’s approval.
· Monitor overtime accumulation and attendance of employees.
· Knowledge of Labor and Management contracts (L+M)P.
·  Oversee 300 Clinical staff ex.(RN,CNA,CST’s,Ward clerks, MT)
· Participate new employee orientation explaining staffing and payroll policies.
· Fallows up with up to date with staff credentials (ACLS,BCLS,PALS,License). 

· Remarkable coordinating and scheduling experience.
Rose International Staffing Agency

Clerical Kaiser Permanente Administrative Offices Los Angeles, CA 01/31/2011- 05/01/2012
· Maintained and reconciled patient files.
· Researched, verified quality assurance. 
· Maintained organized filing system.

· Provided Customer Service to members.

· Have Knowledge/Access of KP Health Connect and Mainframe. 

· Staffing/Scheduling Patients to Disciplines.

· Processing Diverts for Agencies.
Career Strategies Staffing Agency
Rebate Processing Clerk, A/R, Precision Dynamics Corp. San Fernando, CA. 08/16/2010-12/14/2010
· Processed rebates manually and Electronic Data Interface (EDI) for distributors.
· Researched, verified contracts and validated in Oracle software. 
· Processed Debit Memo’s.
· Investigating and resolving short ships.

· Prioritized workload.
Office Team A Robert Half International Staffing Agency
Administrative Assistant, City of Alhambra Utilities Department, Alhambra CA, 02/2010-06/2010
· Processed work orders, service requests and meter change outs.
· Worked under the supervision of Utility Billing Clerk.
· Operated online subscription list and answered technical questions.

· Prepare correspondence, letters, memos, and reports.

· Opened mail; matched checks against stubs; balanced and posted receipts to accounts.

· Performed data entry, customer service.
Administration/Management, Mediquest, Inc. Burbank, CA, 08/2008-02/2010

· Started Mediquest Inc.

· Managed all aspects of business including administrative, accounting, financials. 
· Established accreditation for new business through The Board of Orthopedics and Prosthetics for Center of Medicare Service Compliance.
· Established contracts with vendors/suppliers.

· Oversaw and managed $50k budget.

· Developed strong relationships with important business entities. 
Customer Service Rep, Bank of America, Los Angeles, CA 01/2008-04/2008
· Handled high volumes of cash transactions up to 60k per day. 
· Verified and checked customer accounts for questions/concerns.
·  Balanced ATM, processed night drop, balances negotiable instruments, and verified Travelers check stocks.
·  Familiar with EOD, RegCC, EFT claim, Wire Transfer, and ACH transfer Procedures.

Lead Sales Representative, WirelessPlus, Inc.Van Nuys, CA, 04/2005-08/2007
· Opened business and personal accounts. 

· Responsible for making bank deposits. 
· Operated and balanced cash drawer up to 3k daily.
· Key holder for 7 different locations.  
· Administered and organized 3 locations.

· Restocked Inventory.

EDUCATION
Bachelor of Science, Computer Information Systems (Business System Option Theme, Human Resource Management), September 2009, California State University of Los Angeles.
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