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	Objective


	Looking to obtain this position where I can utilize my skills, knowledge and education to further assist the growth of being a Medical Assistant/Medical Administrative Assistant..


	Education
	National American University, Rochester, MN
A.A.S. Medical administrative assistant & medical assisting
Expected Graduation Date: Spring 2016

	Experience
	Pharmacy Clerk Webber & Judd Rochester, MN
11/2014-Present 
Verifying prescription information and dosage
Entering patient and order information into the pharmacy system
Accurately and efficiently preparing prescription orders

Housekeeping Linda’s Cleaning Rochester, MN
06/2013-3/2014
· Clean house floors and walls by sweeping, mopping, scrubbing, etc.
· Change bedding and make beds as directed.
· Monitor building security and safety by performing such tasks as locking doors after operating hours

Resident Assitant Accessible Space INC Rochester, MN 
02/2011-02/2013

· Assist residents by scheduling transportation as well as accompanying them to appointments.
· Responsible for answering phones, ordering refills, faxing, and other office skills
· Providing written records and maintaining forms as required by work site, which included daily care plans, communication logs and progress notes on each resident



Page 2
	SKills
	· Scheduling Patient Appointments
· WPM 80 +
· Pharmacology Ordering
· Microsoft Office Suite
· Knowledge in Medical Terminology
· Computer Basics 
· Critical Thinking 
· Customer Service 
· Interpersonal Communications 
· Anatomy and Physiology
· [bookmark: _GoBack]Multitasking 
 





