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24 Foxburn street • New City NY 10956
845-709-3208 • jencione@yahoo.com

Professional Summary
Detail-oriented and highly organized administrative professional with a strong background in healthcare support and office management. Experienced in coordinating daily operations, managing patient records, and supporting clinical teams as a medical assistant. Proven ability to streamline workflows, maintain compliance, and deliver excellent service in fast-paced environments.

Core Skills
· Office Administration & Operations
· Staff Coordination & Team Support
· Medical Records Management (EMR/EHR) Epic, Cerner
· Patient Scheduling & Intake
· Insurance Verification & Billing Support
· Customer Service & Communication
· HIPAA Compliance
· Data Entry & Reporting
· Microsoft Office Suite (Word, Excel, Outlook)

Professional Experience
Administrative Assistant / Office Manager- Primary Care
Westchester Medical Group, Suffern,NY 10901
Feb 2011 – Present
· Oversee daily office operations, ensuring efficiency and organization across departments
· Coordinate schedules, meetings, and internal communications for management staff
· Maintain accurate records, reports, and confidential documents
· Train and support administrative staff, improving workflow and productivity
· Serve as point of contact for clients, vendors, and internal teams
Medical Assistant- Primary care, Orthopedics, Pain Management
Westchester Medical Group, Garnerville NY 10923
Feb 2011 – Present 
· Assisted physicians with patient exams, procedures, and clinical tasks
· Managed patient intake, vital signs, and medical histories
· Scheduled appointments and handled patient follow-ups
· Maintained and updated electronic health records (EHR)
· Verified insurance information and supported billing processes
· Ensured compliance with healthcare regulations and HIPAA standards

Showroom Manager
Palko Plumbing supply, Garfield NJ
2006-2011

· Design and plan bathroom and kitchen remodeling.
· Coordinate delivery schedules 
· Maintained work schedule for staff
· Ordered and maintained displays 

New York Replacement Parts 
1995-2011
·   Manage day-to-day showroom operations, ensuring a clean, organized, and customer   friendly environment
·  Supervise and train sales staff, improving team performance and product knowledge
· Assist customers with product selection, providing guidance on plumbing fixtures,     materials, and design options
           Coordinate with vendors and suppliers to maintain inventory levels and track orders
 Handle pricing, invoicing, and sales transactions using POS systems
·  Resolve customer concerns and ensure high levels of satisfaction and repeat business
· Collaborate with contractors, designers, and builders to meet project timelines and s specifications


Education
Business administration
Rockland Community College, Suffern, NY
Grover Cleveland High School Ridgewood NY



Certifications
· Certified Medical Assistant (CMA) 
· CPR/BLS Certification 
· Phlebotomy/EKG certification

Additional Information
· Strong multitasking abilities in high-volume environments
· Excellent interpersonal and problem-solving skills
· Bilingual: Fluent Spanish 

References available upon request

