






Amber Graham 
 

EXPERIENCE 
 
Administrative Assistant II, Milwaukee, WI DPW Admin – Safety Section 
City of Milwaukee OCT 2024 - Present | PS Companies APR 2024 - OCT 2024 
Process new injury emails. 
Prepare and send certified mail. 
Organize digital files and shared Outlook inbox. 
Label physical files according to departmental naming convention and store in a logical manner.  
Coordinate with Safety Team and DPW-FMLA Administrator to ensure processing of 
confidential paperwork, including that relating to the Americans with Disabilities Act (ADA) and 
Family Medical Leave Act (FMLA). 
Provide backup coverage for Commissioner of Public Works front desk and City of Milwaukee 
Mayor’s Office staff when necessary. 
Track and organize results for Federal Department of Transportation CDL drug and alcohol 
testing.  
Accept payment for special event permits when assisting at the front desk.  
Complete data entry for confidential projects as requested.  
Review invoices and determine billable DPW divisions.   
Call offices to address errors with fax transmissions. 
Procure office supplies for DPW Admin using Office Depot account. 
 
Project Administrator 
First Onsite Property Restoration; Milwaukee, WI - FEB 2023-JAN 2024 
Schedule project directors and project managers for site visits. 
Connect with customers during stressful events to ease concerns and simplify the restoration 
process.  
Serve as backup mitigation project administrator to assist in emergency assignments.  
Finalize contract total and collection dates with project director before sending to customer for 
signing. 
Convey payment status and next steps to customer. 
Take detailed notes for restoration team during weekly meetings. 
Collaborate with insurance adjusters to organize payment releases for completed projects. 
Utilize phone and email communication to facilitate stakeholder cooperation and move projects 
forward. 
Adhere to policies enforced by third party administrators (TPA) to ensure company compliance. 
Ensure quality of document preparation for project completion per TPA guidelines. 
Prepare invoices for submission in collaboration with other teams.  
Document payments received and send to financial institution for deposit.  
Track temporary labor and submit hours to relevant agencies. 
Handle company resources including access to secure equipment areas, company laptop, cell 
phone, and company credit card. 
Itemize credit card receipts for payment. 
Create guides for updated protocols to ensure effective processes. 
 
Customer Care Specialist 
JP Morgan Chase; Milwaukee, WI - JAN 2022-AUG 2022  
Serve as primary point of contact to coordinate interdepartmental response to customer needs. 
Search for policies on secure company website. 
Prepare to walk customers through the steps of refinance.  
Contact customers by phone call or secure email. 
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Engage in company required training. 
Volunteer in the community on behalf of the company.  
Demonstrate a consistent willingness to learn and improve. 
 
Quality Assurance Agent 
IHC Specialty Benefits; Milwaukee, WI - MAY 2020 – JAN 2022  
Collaborate with the head of Under 65 (U65) department in interstate office to ensure accuracy 
of federal and company sales requirements. 
Develop evaluation guide to assist QA team in consistent U65 grading results.  
Coach team leadership and colleagues in newly developed grading rubric.  
Coordinate with QA team to develop rubrics used to evaluate process compliance.  
Evaluate sales agents’ adherence to established regulatory guidelines and federal laws on 
Medicare and U65 sales calls.  
Recommend process improvement opportunities to sales agents.  
Communicate with team members to ensure consistent audits.  
Update evaluation form to suit the needs of the company. 
Locate audio files for upper management when requested for audit inquiries.  
Review available insurance plans with sales agents to explore all available options. 
Participate in yearly Health Insurance Portability & Accountability Act (HIPAA) training.  
Maintain confidentiality of customer Personal Health Information (PHI) and Personally 
Identifiable Information (PII). 
 
Sales Agent 
IHC Specialty Benefits; Milwaukee, WI - SEPT 2019 – MAY 2020 
Reference multiple websites and files to provide optimum service.  
Integrate recommended strategies to achieve favorable results. 
 
Billing Associate 
Specialized Medical Services; Milwaukee, WI - SEPT 2016-SEPT 2019 
Organize facility-specific data to be billed on a monthly basis. 
Assign incoming emails to designated associates daily. 
Prepare and review documentation monthly, ensuring customers are billed within the 
parameters of specific contracts pursuant to State laws and insurance providers. 
Maintain and review Oxygen Tracking Logs from specific medical facilities. 
Complete, and train other employees to assess and complete more complex billing 
documentation. 
Assist with internal audit during month-end billing review to locate discrepancies 
and mitigate errors.   
Participate in additional projects as assigned. 
 
Captioning Assistant 
CapTel, Inc.; Milwaukee, WI - JULY 2013-JAN 2015 
Use proprietary software to serve clients. 
Enter data verbatim while simultaneously proofreading and correcting errors. 
Attend job-specific training relating to Telephone Relay Service (TRS) and the Americans with 
Disabilities Act (ADA). 
Maintain confidentiality. 
 
EDUCATION 
Milwaukee High School of the Arts; Milwaukee, WI — High School Diploma 
SEPT 2005 - JUNE 2009 
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SKILLS 
Prioritizing 
Multi-Tasking 
Microsoft Office Works 
Strong Interpersonal Skills 
Team Player 
Trouble Shooter 
Effective Communicator 
Detail-Oriented 
Thrives in High-Stress Environment 
 
LICENSURE 
Health Insurance Licenses in 31 States (2019-2022) 
AHIP Certified (2020 - 2022) 
 
WORKPLACE RECOGNITION/AWARDS 
Received an offer for promotion due to attention to detail, exemplary customer service, and 
positive attitude 
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