DANIELLE D’ADDAMIO

101 Cabot Street, Unit 601, Holyoke, MA  01040

  413.218.3851     ddaddamio@gmail.com

Self-motivated, hard working and quick learning Administrative Professional with excellent organizational and communication skills.

HIGHLIGHTS

· Knowledge & Experience:  BA with 3+ years of proactive administrative support, asset management and customer relations management for an independent chiropractic clinic and a leader in the public transportation industry. 

· Management Skills:  Proven ability to independently plan, prioritize and execute diverse, multiple tasks to achieve objectives, meet deadlines and assure quality results.  Assigned by Northampton Chiropractic & Wellness Center to maintain high standard of patient care in a busy medical office (2005).

· Communication & Interpersonal Skills:  Personable, articulate and able to convey complex information in easily understood terms.  Teach and train new hires.  Developed patient relations. Promoted to supervise administrative staff at Northampton Chiropractic & Wellness Center (2005).

· Performance:  Strong work ethic.  Committed to personal excellence and developing new skills.

PROFESSIONAL EXPERIENCE

Northampton Chiropractic & Wellness Center – Northampton, MA


2005 – 2007

    Assistant Office Manager (May 2005 – January 2007)

       Ensured licensing for both clinic and individual chiropractors were current.  Updated network

       participation contracts with insurance companies.  Point of contact for professional organizations.

       Interact with insurance company representatives to determine cause of outstanding claims & verify

       patient benefits.  Monitored staff compliance with HIPAA regulations.  

· Accurate analysis and explanation of complex financial information.

· Resolved accounts carrying a balance and coordinated financial arrangements for balance payment.

· Tracked status of approximately 500 accounts.

· Updated systems and policies to reflect clinic's growth.

   Front Desk Manager (October 2005 – May 2005)

       Oversaw daily clinic operations.  Resolved scheduling conflicts and addressed patient concerns.

       Inventory management and accounts payable.  Payroll and preliminary tax preparation.

· Trained and supervised staff of 15 employees and independent contractors.

· Coordinated schedules of doctors, therapists and administrative staff to maximize clinic hours.
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(Professional Experience continued)

   Office Assistant (June 2005 – October 2005)

       Responsible for patient care in all aspects of clinic visit, from initial appointment to check out.

       Patient intake and record maintenance.  Assisted with initial examinations.   

· Explained insurance coverage and limitations. 

· Created documents and forms to support daily administrative tasks. 

· Received many compliments from patients regarding the exceptional service I provided.

Peter Pan Bus Lines, Inc. - Springfield, MA





2004 – 2005

   Administrative Assistant/Receptionist 

       Provided daily support for Regional Charter Manager as well as the Charter, Tour and Accounting

       departments.  Effectively responded to large volume of calls.  

· Revised and expanded program for customer service survey calls.

· Maintained weekly and long-term goal calendars for Regional Charter Manager.

Alumnae Association of Smith College – Northampton, MA



2003, 2004

   Receptionist/Administrative Assistant

       Supported the Alumnae Outreach office during Commencement and Reunion.  Distributed

       information to returning Alumnae regarding registration, housing, meals, and class activities.

       Proactive in assisting co-workers.

· Managed student workers and student payroll

· Updated staff schedule and resolved scheduling conflicts.

· Assisted the Housing Coordinator with room assignment conflicts.

ADDITIONAL EXPERIENCE

     Writing/Editorial

· Business correspondence and analytical reports

· Knowledgeable editor of both professional and creative writing

· Authored column for monthly newsletter at a non-profit feline shelter

· Experienced in writing short story and poetry

· National Novel Writing Month participant

      Computer Skills

· Proficient user of Windows 2000/98/XP, Microsoft Office, Open Office, Outlook, Internet Explorer, Netscape, Firefox.

EDUCATION

BA in English Literature, cum laude; University of Massachusetts, Amherst, MA-May 1998

Hatha Yoga Professional Teacher Training, 200 hour certification, Purusha Yoga, Conway, MA-2006

Fundamentals of Fiction, Writers Online Workshops-2002

Jumpstart Your Writing, Experimental College at University of Washington, Seattle, WA-2001

