MARQUITTA ROSEBORO
11715 CHAMPLIN DR. APT 105 CHAMPLIN, MN 55316
763-400-6886 | shellroseboro@yahoo.com
PROFESSIONAL PROFILE
Compassionate, outgoing and trustworthy professional with excellent verbal and interpersonal communication skills and the keen ability to lead employees to outstanding productivity, seeking to continue entrance into the medical field by earning positions with a dynamic healthcare provider.

· Quick learner and team player requiring little supervision to accomplish assigned tasks.

· Able to provide outstanding follow-through and balance multiple job demands simultaneously without sacrificing quality or deadlines.

· Educated in all front-office and administrative duties to help promote smooth business operations and sound managerial decisions.

· Maintain advanced MS Office and PC proficiencies, while typing 40 words per minute with 10-key skills.



KEY MEDICAL PROFICIENCIES

Introduction to Medical Assisting ▪ Medical Terminology ▪ Medical Transcription ▪ Medical Billing

Medical Law & Ethics ▪ Medical Record Management ▪ HIPAA ▪ Patient Processing and Accessing

Electronic Health Records ▪ Electronic Medical Records ▪ Customer Service ▪ Human Pharmacology 

Medical Office Procedures with Software Applications ▪ Office Accounting ▪ Principals of Management
Computer Information Systems ▪ Interpersonal Professional Communication ▪ Insurance Verification  

Pathophysiology for Medical Office ▪ Anatomy & Physiology ▪ Health Care Coding

EDUCATION
Ultimate Medical Academy – Tampa, FL

Medical Administrative Assistant Diploma





2012
Skills include: Anatomy and Physiology, Disease Processes, Surgical Procedures, Life Cycle of an Insurance Claim, Health Care Settings, Health Care Payers, Procedure and Diagnosis Coding from Medical Records, Reimbursement Systems, Facility Billing, Keyboarding, Word Processing, Medical Practice Management Systems and Life Skills for Success.

· GPA 3.38


EMPLOYMENT HISTORY
SARA LEE COFFEE AND TEA – St. Louis Park, MN 




2005 –2012

​ PMO (PROCESSING MACHINE OPERATOR)

· Oversee and train a pair of line employees in all daily duties, ensuring outstanding productivity and eliminating issues that disrupt productivity. 

· Monitor machinery during its operation, loading and unloading specified material and making minor adjustments to controls.
· Adjust and run a coffee-making machine, while carefully weighing individually prepared bags to guarantee accurate product disbursement.
OFFICE DEPOT – Crystal, MN







2004 – 2005

CASHIER/CUSTOMER SERVICE
· Increased opportunities for repeat sales through providing outstanding customer service, assisting in locating products and answering all questions succinctly.

· Played a critical role in providing an interface between customers and company, maintaining friendly service and a professional manner in all communications.
· Established and maintained outstanding relationships with customers, consistently earning repeat business.

· Completed numerous cash and credit transactions quickly and accurately using the company’s computerized point-of-sale system.
