Michelle Hanks
Southern Transcription Services – Administrative Assistant
Office Hours – Monday – Friday 8 a.m. to 12:30 p.m.
· E-mail line counts to Kennestone transcriptionist daily

· Online bank deposits and update invoice pay register

· Distribute bimonthly employee updates from ADP 
· Maintain fax@southerntranscription.com 

· Newnan Radiology Doppler – Mandy Watson

· EMG/EEG – Lori Lewis
· Report corrections – DeeDee Cook
· Resumes – Sandra Dean 
· Enter physician rotation schedules into Brown Bear
· Minnie G. Boswell ED

· Piedmont Newnan ED

· Piedmont Newnan Radiology  
· EEMC Radiology
· STS Superstars
· Receive nominations for STS Superstar at the end of each month
· Notify winners & request write up
· Send winner write ups to all STS employees via e-mail & mox
· Order $50 Visa Gift Cards
· Maintain Piedmont Newnan monthly screenshots
· Filing

