Shirly Addai
5714451072 |akosuagold29@gmail.com
EDUCATION
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Old Dominion University | Norfolk, VA	August 2022 - December 2025
Bachelor of Science in Public Health
Major: Health Services Administration
Skills
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Customer Service, Attention to Detail, Creative Problem-Solving, Critical Thinking, Interpersonal Communication, Oral Communication, Troubleshooting, Team Leadership & Training, Patient Interaction, Time Management & Efficiency, Microsoft, Teamwork & Collaboration, Multitasking and Google Drive. Skilled in managing patient intake processes, verifying insurance information, and ensuring accurate demographic data entry. Proficient in using healthcare systems like Epic.
EXPERIENCE
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Inova Mount Vernon Hospital | Alexandria, VA	February 2025 - Current
Unit Secretary fulltime 
 
· Provide clerical and administrative support on the Medical-Surgical Unit to ensure smooth daily operations.
· Verify patient identity, review schedules, and ensure accurate registration for services.
· Collect and confirm demographic, insurance, and financial information while maintaining confidentiality.
· Scan and process documents, including IDs, insurance cards, and legal forms, into the EHR system.
· Assist with admissions, discharges, pre-admission, and scheduling to support smooth patient flow.
· Answer phones, direct calls, and page staff to coordinate patient care.
· Provide excellent customer service by greeting patients and families, answering questions, and guiding them to appropriate services.
· Support nursing staff with clerical tasks, orders, and maintaining efficient unit operations.
· Maintain an organized and welcoming environment in patient and family waiting areas.
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The Wellington at Lake Manassas | Gainesville, VA     June 2022 - February 2025	
Administration/ Life Enrichment, Activities | Fulltime
· Welcome and engage residents, guests, and fellow associates in person and via telephone.
· Direct all calls and inquiries to the appropriate associate.
· Monitor security systems, including the emergency call system, and respond accordingly.
· Help the business office manager order supplies, file, and input data.
· Help plan and implement spiritual, physical, cultural, and emotional programming that will make residents feel engaged and fulfilled.
· Promote and communicate upcoming community events and activities.
· Participate in activities, residents' games, painting, singing, and music, and help organize and run events.
· Utilize social media, email, and newsletters to showcase the fun daily events!
· Provided non-clinical information to patients, families, and visitors, such as directions, room locations, and staff assignments.
· Help set up and break down events and activities.
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