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lacufaude@yahoo.com
LISA                                 
CUFAUDE 	  
  
Office Mangaer|Vital Functional Medicine
February 2023 to Present
Ran all aspects of a busy front and back office.
Answered busy multi-line phone system
Take all messages and relay them to the doctor.
Answer all questions in a timely manner
Scheduled patients into the Charm platform
Call new patients to get them registered on the Charm platform
Was in communication with multiple pharmacies and compounding pharmacies
Writing referrals to send patient out to multiple offices for further treatment
Faxed multiple businesses daily
Wrote lab slips for patients.
Took payment i.e.: cash, credit card, HSA FSA, check
Did inventory of all supplements
Placed orders for supplements
Administer Ozone treatments to patients
Organized the office to run efficiently 
Worked independently
Worked on research for the doctor for patient information
Phone Operator/New Patient Scheduling Coordinator|Tri Valley Urology Medical Group 
March 2022 - August 2022 
Answered incoming calls and transferring to appropriate department; take messages for the doctors; reschedule or schedule established patient for appointment 
Deescalate calls from patients with grievances and turn them into a positive experience for patient 
Run insurance for eligibility on new patients 
Get pre-authorizations and referrals prior to new patient scheduling 
Schedule new patient according to the issue to be seen 
Coordinated other areas of the office through messaging system to keep them updated on new policies 
Spoke with new patients to get them ready for their first appointment 
Used platforms Onstaff and ModMed 
Front Office Assistant/Health Coach|Dr. Botelho, DC & Associates 
July 2021 - March 2022 
Set up Zoom meetings via the GetHealthie platform 
Scheduled appointments via Optimantra platform 
All aspects of a busy medical office 
Input all patient information into different platforms to order medical testing 
Ordered supplements for patients or prepared for shipment 
Meet with patients via Zoom weekly to go over progress with care and wellbeing  
Coached patients on having a healthy lifestyle 
Front Office Reception/Medical Assistant|Physicians Plan Weight Management 
Feb 2020 – Dec 2020 
All aspects of a medical office independently  
Schedule appointments with Appointments Plus 
Inventory of all products as well as stocking inventory, plus place inventory orders Prepare injections 
Running all Cures for patients 
Input patients into Calvin Scott 
Contact potential patients  
Make conformation calls 
Run Care Credit through system 
Compile charts 
Prepare and make bank deposits 
Take blood pressures Take temperatures  
Administer injections 
Front Office Reception | Home Health Care Management 
DEC 2018 – JUNE 2019 
Greet all incoming clients and notify the appropriate persons 
Answer busy multi-line phone system  
Transfer all incoming calls to appropriate people or help clients with questions 
Fluent in Microsoft Office 
Receive, sort and distribute daily mail/faxes 
Receive updated orders from physicians and enter into system 
Staying cool in fast paced office with often change 
Emailed, faxed and copied orders from physicians and other sources 
Update calendar and schedule meetings 
Processed Medical payments monthly 
Social Media Assistant/Fit Stylist| ThirdLove.com 
MAY 2017 – DEC 2018 
Handle all social media tickets within Zendesk 
Demonstrate exceptional customer service by applying situational and critical thinking while asking probing questions to offer the best solution to the customer 
Collect data on trends within social media messages received and gain an accurate understanding of possible alternatives 
Discuss data collected and analyzed during weekly collaboration meetings 
Efficiently and effectively process orders, exchanges, and returns 
Diagnose fit issues and expertly recommend the correct size and products 
Sales Executive | Radio Chico 
NOV 2007 – SEP 2014 
Visit businesses to gather information, strategize options to suit needs and client demographics, and design new campaigns accordingly. 
Write contracts and radio jingles for clients and support recording efforts for appropriately timed airing.  
Gain advanced understanding of business principles, including cost analysis, market trends, and sales philosophies.  Use past accounts and campaigns as well as current trends to provide clients with creative campaign solutions.
. Accounting, Biology, Medical Terminology | Butte College 
1993 – 2003 
Nail Technician | Chico Beauty College 
CERTIFICATE OF COMPLETION 2001 
 SKILLS 
	· Typing speed: 45 WPM 
· Advanced experience and efficiency using both PC and Apple platforms 
· Proven problem-solving abilities 
· E-commerce – chat, text, phone and email 
	· Fine-tuned efficiency of Microsoft Office 
· Develop office systems and procedures for higher efficiency and sales 


 	ACTIVITIES 
Volunteer – Battered Women’s Shelter of Chico 
Volunteer Consultant & Speaker – CSU Chico, Dept. of Journalism & PR Volunteer to donate blood and platelets weekly 
 
 	FOR FURTHER EXPERIENCE IN: 
Professional Office Management 
Professional Customer Relations 
Professional References 
Personal References Please Inquire 
 
