DeeDee Cook

Southern Transcription Services – Support Services Coordinator
Office Hours – Monday – Friday 8:00 am – 4:00 pm
· Account Manager Support 
· Transcriptionist Support 
· Facility Support
· HIM QA Reviews
· Cross train current transcription staff 
· Equipment Return

· Employee Counseling

· Fill out appropriate forms for ADP
· Mail out forms certified mail for employee signature
· Witness verbal counseling sessions  

· Start Termination Checklist

· Notify Staff of Terminations/Move folder to termination folder

· Enter/Edit canned text/macros all facilities
· Post office
· Bank

· Miscellaneous Projects

· Report Corrections
