Carolina Garcia
2100 W 100th Ave #518
[bookmark: _GoBack]Thornton, Co 80260
Phone: (702)904-2865
Email: cgramirez013@gmail.com
Objective:
Bilingual (English/Spanish) Administrative Assistant is looking for a position where my desire to provide excellent service can benefit the office.

Skills:
Bilingual (English/Spanish)
Patient Reception Techniques                             
Appointment scheduling                                     
Cash Handling                                                   
Scanning /Faxing/Copying                                                                                                                      
Microsoft Office Components  
Multi-line telephone                 

Certification:
CPR/AED
OSHA/HIPPA

Education:
Medical Administrative Assistant: Diploma
Everest College                                     Henderson, NV                                        Graduation 2014
Desert Pines High School                    Las Vegas, NV                                           Graduation 2013   

Experience:
Medical Administrative Assistant/Medical Assistant
Nevada Ear Nose and Throat Center                North Las Vegas, NV                      05/2014--11/2014
· Greeting patients
· Appointment scheduling
· Vital signs
· Answering Multi-line telephone

