Nicole D. Carter
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Ndcarter71@gmail.com

Education: Wayne State University, Detroit, MI
Northwestern High School, Detroit, MI

Skills Summary:
● Receive, process, store, pull and ship biological specimens
● Knowledge of inventory database
● Work with dry ice and other bio hazardous materials
● Uses of personal protective equipment
● Extensive experience in medical records
● Customer service and analytical skills
● Keyboarding 45 wpm
● Hospital Environmental Attendant experience
● Medical office and phone skills



Work Experience:
Repository Technician I                                                         January 2013-present
Thermofisher Scientific Detroit, MI
WSUPI/BioServices

● Receives, documents, inventories, process, store, pull and ship biological specimens
   stored at ranges from room temperature to -96 C
● Aliquot biological samples
● Inventories samples and checks applicable documentation to ensure accuracy and
    integrity of the inventory and/or shipments
● Communicates with supervisor about any sample discrepancies and aids in resolving
   discrepancies
● Help with inventory and database maintenance
● Uses of PPE (personal protective equipment) and follows safety protocols
● Works with dry ice and other bio hazardous materials
● Assist facility maintenance and upkeep

Medical Records File Clerk                                                               October 2006-January 2013
Beaumont Health System Sterling Heights, MI

● Scan all patient records into the Electronic Medical Chart.
● Make future appointment reminder calls
● Maintain secure custody of current and archived records with control logs
● Handle all request of ROI (Release of Information)
● Pick up and deliver interdepartmental mail
● Route calls

Service Worker II [Contingent]                                                         June 2006-October 2006
Beaumont Health System Troy, Michigan
● Clean patient rooms
● Empty trash
● Clean bathrooms
● Mopping, vacuuming

Medical Transcription Clerk II                                                          June 2004-October 2006
Beaumont Health System Southfield, MI
● Answered phones
● Correcting dictated reports for finalization
● Fax, copy, and filing
● Sort mail

Computer Skills
Microsoft Word, Excel, Outlook, EPIC, BSI (Biological Specimen Inventory)

Professional Organization
Program Coordinator, Beaumont Troy Family Medicine Center, Scholastic Reach Out and
Read Program
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