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Objective:
To attain an entry level position as a Medical Assistant where I can contribute to the growth of the clinic with my knowledge and my skills.
Education:
Pima Medical Institute: Denver, Colorado					            Completed 2012
Medical Assistant Certificate 


Skills:
	· Ear Lavage
· EKG
· First Aid
· Medication Administration
· CLIA LABS

	· Pharmacology
· Scheduling
· Vital Signs
· Electronic Medical Records
· Procedure Setup

	· Medical terminology
· Filing
· CPT & ICD-9 coding
· Charting
· Microsoft Excel and Word



Experience:
Medical Assistant Externship
Dr. Douthit Family Practice		Thornton, CO				      Sept.2012-Oct. 2012
· Rooming with multiple Vital Signs
· Prescription refills
· Giving lab results 
· Phlebotomy
               
Jalisco International, Inc.		Commerce City, CO               		       July 2006-Jan 2011
Payroll Clerk      
                    Maintained employees time cards
· Responsible for meeting minutes
· Performed office duties
· Responsible for Certified Payroll
· Maintained records for the City and County of Denver
· Pays employees by calculating pay and deductions
· Issuing Checks

Industrial Chemicals Inc.		Arvada, CO          			    June 2001- Sept. 2004
Administrative Assistant         
· Performed office duties
· Maintained Sales records
· Balanced daily deposits
· Performed Data Entry

Alliance Data Systems			Westminster, CO			April .1998-Oct. 2001	
Customer Service Rep
· Resolving Customers inquires
· Updating and documenting Customers files
· 80 90% in bound calls
· Being attentive to the needs of the customer as a trustworthy member of the team
· Following established guidelines for compliance, quality and productivity

