MIKAELA LATTEN
Employee Relations & Administrative Coordinator
216-688-7917   •   hello@mikaelalatten.com   •   Ohio, United States  |  Open to Remote
PROFESSIONAL SUMMARY
Detail-oriented coordinator with 10+ years across government administration, healthcare, and insurance claims. Experienced supporting distributed and remote teams using tools like Microsoft Teams, Zoom, ServiceNow, and Zendesk. Known for managing complex workflows independently, handling sensitive information with discretion, and building strong working relationships across departments.

CORE SKILLS
	▪  Project Coordination & Workflow Management
	▪  Healthcare & Patient Support

	▪  Employee & Client Relations
	▪  Data Entry & Record Management

	▪  Documentation & Compliance
	▪  Conflict Resolution & Communication

	▪  Insurance & Claims Processing
	▪  Confidentiality & Sensitive Information Handling

	▪  Scheduling & Calendar Management
	▪  Remote & Distributed Team Support

	▪  ServiceNow & Zendesk (Ticketing)
	▪  Microsoft Teams, Zoom, Virtual Collaboration



PROFESSIONAL EXPERIENCE
	Administrative & Project Coordinator  │  Multiple Employers
	2020 – 2026



1. Managed scheduling and documentation across 10+ concurrent projects using ServiceNow and shared workflows, cutting conflicts by 30%.
1. Tracked milestones and deadlines for 3–5 active projects simultaneously across government and private sector roles.
1. Fielded 50+ weekly inquiries as main contact via Microsoft Teams and Zoom for internal teams and external stakeholders.
1. Managed support tickets and client requests in Zendesk, improving response time and resolution tracking.

	Patient Care Assistant  │  Tallahassee Memorial Hospital
	2023 – 2025



1. Coordinated patient flow and documentation for 40+ daily visits in a high-volume outpatient clinic.
1. Maintained 100% HIPAA compliance across all patient records and communications.
1. Reduced wait-related patient complaints by bridging communication between patients and clinical staff.

	Insurance Claims Processor – Natural Disaster Division  │  Allstate
	2016 – 2023



1. Processed 100+ monthly claims for hurricane, flood, and wildfire damage with 98%+ accuracy.
1. Resolved documentation gaps with clients and field adjusters, cutting processing delays by 20%.
1. Managed confidential records for thousands of policyholders affected by federally declared disasters.
1. Maintained consistent output and quality standards during high-volume disaster response surges.

EDUCATION & CERTIFICATIONS
High School Diploma  –  Electronic Classroom of Tomorrow (ECOT)  |  2016
CPR Certified  •  BLS Certified
