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OBJECTIVE  
 
To obtain an entry level position as a Medical Assistant within a well established facility.
 
EDUCATION  
 
Everest College, Thornton, CO
Medical, Dental Administrative Assistant
January 2013
 
SKILLS   
	•      Microsoft Word 
	•      Medical Terminology 
	•      HIPAA Certified 

	•      Microsoft Excel
	•      Scheduling 
	•      OSHA Certified 

	•      MediSoft Systems 
	•      Medical Transcription 
	•      CPR Certified 

	•      35 WPM
	•      Filing 
	•      Basic Charting 

	•      10 Key by Touch 
	•      Vital Signs 
	•      ICD-9 & CPT Coding 


 
PROFESSIONAL EXPERIENCE 
           SUNMART CONOCO GAS STATION Brighton,CO  
        02/28/2013                                                                    
            Manager
         Managed employee hiring and training 
         Managing sales and store inventory
         Assisting with large amounts of money for store deposits
         Providing outstanding customer service
 
HEALTH ONE BRONCO SPORTS REHAB Brighton, CO                                                              11/2012-01/2013
           Medical Administrative Assistant (200 Hour Externship)
                              Administrative duties including filing, faxing, and copying
                              Checked patients in for services and roomed patients
                              Scheduled patients appointments
                              Answered phones and provided outstanding customer service
 
            A NEW IMAGE COUNSELING Brighton, CO                                                                           05/2012-09/2012
           Front Desk Operator
                              Performed general office duties such as answering phones, faxing, and filing
                              Processed breathalyzers and urine analysis of patients
                              Conducted data entry for all patient files
 
JACK IN THE BOX Various Locations, CO, CA            06/2008 -01/2011
Team Leader            12/1999-05/2005
•      Managed individual store budgets throughout the state
•      Assisted in promoting specific products and services to increase statewide sales
•      Collected store bank deposits
•      Provided various training sessions for new and current employees
 
INVERNESS MEDICAL Louisville, CO 01/2008 - 06/2008
Machine Operator
•      Operated the machinery that produced various medical supplies
•      Demonstrated team communication to ensure the job was well done
•      Assisted with maintaining a clean and organized working environment
 
MISTER MONEY Brighton, CO 05/2006 - 01/2008
Assistant Manager
•      Processed customer transactions and loans
•      Managed employee hiring and transfers to other store locations
•      Reviewed the stores weekly and monthly budgets and processed the payroll
 
REFERENCES  
Available Upon Request 
	



