Raja Al-Mereisi
4857 Trenton St. Detroit, MI 48210
(347) 690-9914 rajaalmeraisi@yahoo.com

Objective
Detailed oriented, driven, and creative individual seeking a Medical Assistant position. I will be able to provide the utmost professional customer service to the company by presenting patience, attentiveness, clear communication skills, knowledge of the product, ability to use positive language, acting skills, time management skills, ability to read customers, a calming presence, goal oriented focus, ability to handle surprises, persuasion skills, tenacity, closing ability, and last but not least willingness to learn.   

Clinical and Administrative Skills
	· Bi-lingual in English and Arabic 
	· Vital Signs

	· Outstanding customer service
	· CPR/BLS Certified

	· MS Word, Power Point, Excel
	· Typing speed of 50/wpm

	· Communicating with patients
	· Answer multiline telephones

	· Telephone Techniques
	· [bookmark: _GoBack]Front Office/Back Office

	· Filling, Copies, Faxing
	· Dictation

	· Multi-task in fast past environment
	· Patient charting

	· EMR experience in ECW and PracticeFusion 
	· Venipuncture 

	· EKG, ECHO, Stress, and EMG tests
	· Ability to handle pressure in fast past environment 



Education
Texas School of Business Southwest                                                       	          		 October, 2012 
Medical Assistant Program, 10/2012
· GPA: 4.0
· President’s list

Wayne State University                                                                 		              
Bachelor of  Business Management Candidate /Pre-Med 
· GPA: 3.8
· Perfect attendance

Professional Experience
OPM Doctors                                                                                                    September 2013- Present 
Front/Back Office Medical Assistant                                                                           Allen Park, MI
Answer phone calls, collect copy's and patient balances, schedule appointments, greet patients, faxing, scanning, give shots, clean and prepare rooms for service, Medical records coordinator, handle money transactions and count drawer every week, prepare schedule before appointments, and anything else doctors ask of me.

Dr. Alhadi Clinic                                                                  	                             June 2011-Mar. 2013
Front/Back Office Medical Assistant				                                Houston, TX
Answered phone calls, scheduled patient appointments, assisted doctor with back office duties as needed during clinic hours

FoxConn                                                                                                                       Oct. 2012-Feb. 2013
OBA Inspector                                                                                                                 Houston, TX                                                                                
Checked computers, perform inspection for chassis and power supply, communicate with warehouse and related departments regarding findings, Ensure process quality data is being entered correctly.

Houston Sleep and Neurology							    Sep. 2012-Oct. 2012
Medical Assistant Externship					                                   Houston, TX
Successfully completed 200 externship with ease, received excellent feedback from site, vitals, front office duties to include scheduling, taking co-payments, verified patient insurance, took and documented patient medical histories, assisted physician with treatment and procedures 

Dr. Otah General Surgery and Cardiology                                                               July 2012-Oct. 2012
Back Office/ Medial Assistant	                                                                                          Sugarland, TX
Answered phone calls, made schedules, helped assist doctors with procedures such as ECG, Eco test, suture removal, in office surgery, took vitals, and cleaned office

McDonalds								                Nov. 2010-May 2011
Cashier/host                                                                                 	                             New York, NY
Greeted customers, took orders, handled payment transactions, and assisted manager in daily cash register counting.

Nargis Nutrition                                                                                            Aug. 2010-May 2011
Hostess/server/dishwasher/cashier                                                                 New York, NY
Family owned restaurant, took orders, handled payment transactions, introduced and greeted guests, washed dishes, cleaned tables, kept floor clean, and closed shop.           

