Jessica Boyce
1623 ORR

Memphis, TN. 38108

901-406-2278(cell)

901-359-0671(home
Jkboyce1@yahoo.com
OBJECTIVE
To work for a company that allows growth and advancement opportunities, also to be able to utilize all my skills and be an asset to your practice or facility.
EDUCATION 
CONCORDE CAREER COLLEGE 10-2011-6/2012
MAJOR: MEDICAL ASSISTANT
 
Southwest Tennessee Community College, Memphis, TN 08/2008 -05/2011
Major: Nursing
 
Treadwell High School, Memphis, TN 05/2008
Diploma
WORK EXPERIENCE
HRBLOCK   12-2012-Current                                                                                          CUSTOMER SERVICE PROFESSIONAL                                                                                            SIGN CLIENTS IN                                                                                                                     TAKE PAYMENTS VIA POS                                                                                                         FILE PAPERS                                                                                                                               FAX/COPY PAPERWORK                                                                                                     ANSWER PHONES/MAKE APPOINTMENTS                                                                                                                                                                                                                                                              

LOWES 04/2011-07/2011

CUSTOMER SERVICE ASSCIATE
•          Helped assist customers around the store
•          Help load and unload cars for the customers
•          Help assist the customers around the store to find any items they need
•          Help answer any questions the customers may have about any item
 

 
Southwest Tennessee Community College 01/2009-08/2009
Day Care Clerk
•          Helped the teachers with the kids. 
•          Signed the children in and out at the front desk.
•          Assist with cooking and help feed the kids.
•          Helped to put the kids to sleep and clean up. 
 
Adult and Pediatric Foot Center, LLC Podiatrist 04/2012-06/2012
Medical Assistant Extern
•          Triaging patients
•          Filing and pulling charts
•          Writing superbills
•          Answering phone/ making appointments
•          Calling patients to remind of appointments
•          Cleaning exams rooms/getting ready for patients
•          Cleaning and autoclaving instruments
VOLUNTEER WORK
-         Spring Gate Nursing Home 06-2008-07-2008
Assistant
 
-         Big Brother Big Sister 08-2007-05-2008
Assistant

         FEDEXFORUM 11-2012-03-2014

         Cashier/Food prep
ACHIEVEMENT
-         Honor Roll
SKILLS
-         Microsoft Word
-         CPR-First Aid License
-         Triage
-         Venipuncture
-         Administering injections
-         Charting
-         Scheduling appointments
-         Medisoft
-         Vital signs

