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Reliable, detail-oriented, and organized Lead Surgical Assistant has more than 18 years of experience in patient care, call management, insurance claim management, scheduling, data entry, inventory control, medical procedures, oral surgery and staff supervision.  Determined candidate performed numerous medical procedures, provided quality patient care by constantly attending to clients’ needs, and operated various equipment; effectively complied with sterilization standards and sanitation protocols. Personable professional trained new staff on tasks and processes, evaluated patient forms and processed transactions; managed back office supplies inventory, and supported organizations’ marketing initiatives. Proactive candidate is actively seeking a demanding career ideally with a dynamic leader, eager to contribute my professionalism, knowledge, experience and skills to become a valued asset in your company.
( Healthcare Assistance & Coordination

( Workflow Administration & Scheduling
( Adept in Medical Terminology/Practices
( Inventory Management & Monitoring
( Call Management & Data Entry
 
( Employee Supervision & Training
Professional Experience 
Stein Oral & Facial Surgery P.C.






June 1999 – June 2011
Surgical Nurse/Lead Surgical Assistant, Highlands Ranch, CO

· Performed various medical functions including mixing/managing/administration of sedation IV medications, monitoring patients’ airway, blood pressure, SP02, and 3 lead ECG, operating various radiographic equipment.  

· Managed back office operations for 2 offices, prepared related consent forms, printed all prescriptions, and clarified with patient on acquired data; trained new staff on all functions. 
· Exhibited adeptness in various medical and surgical procedures such as: biopsies, surgical extractions, bone harvesting, bone and tissue grafting, implant placement, and others.

· Observed patients conditions during recovery, provided post operation patient care, and aided in discharge protocols; complied with sanitary and safety measures to ensure quality.
· Assisted on-call duties for doctor and provided prescriptions or treatment as instructed; ordered supplies and medical instruments and exhibited ability to learn quickly to manage assigned tasks.

· Supervised incoming calls from patients and doctors, created useful strategies to increase client network, and executed marketing campaigns; strengthened client relationships. 

Other Work Experience
Denver Health & Hospitals, Oral Surgery Assistant, Denver, CO


Jan 1996 – June 1999
Dr. Thomas Forti, Dental Assistant, Littleton, CO




Mar 1994 – Jan 1996
Education & Technical Skills
Microsoft Office Suite (Word, Excel, Outlook) ( QuickBooks ( Medical Software (Windent, Gendex & digital X-ray) Multi-Line Phone System ( Computer Scheduling & Recording
Professional Certifications: Anesthesiology Assistant Certified ( Dental Assistant Certified  

Esthetician Certified ( X-ray Certified ( CPR Certified 
Training/Seminars: Annual OSHA Training ( Anesthesiology Assistant Course, June 2000 
Medical Procedures/Surgeries: 3rd Molar Removal ( FMX Sedation ( Apicoectomy ( I & D

Alveoplasty  Tori Reduction ( Screw Retained Bone Grafts ( Bone Harvesting Procedures ( Laser Resurfacing ( Orthognathic (Sinus Lift Bone Grafts ( Mandibular Fracture Repair ( Orthodontic Uncovering with Bracket Placement ( Blepharoplasty ( Rhinoplasty ( Genioplasty ( Lip Implants Chemical Peels  Microdermabrasion ( Nobel Biocare  Implant Placement
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