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OBJECTIVE	
To obtain an administrative job.

SKILLS
· Microsoft Word, Excel, PowerPoint, Access, and Publisher
· Microsoft Office Suite 2010
· QuickBooks 2012
· Filing and records management experience 
· English and math skills
· Typing speed 60 wpm
· [bookmark: _GoBack]OPAC
· Going Green Certification
· MOSS medical software
· IC3 Certified

EXPERIENCE
Trapper Creek Job Corps
Office Administration with Medical Enhancement
4/17/2012- 2013
· Basic Office Skills
· 
· Scanning
· Copier
· Budgeting
· Coordination Events
· Spread Sheets
· Experience in answering telephone
· Inventory
· 
· Basic Medical Skills
· 
· Intro to HIPAA
· Scheduling
· Filing
· Preparing Patient Files
· Release of Medical Information
· Purchase orders
· Day Sheet
· Computerized Posting
· MSDS Sheets
· Processing Insurance
· Coding
· Transcription
· Medical Terminology
	
EDUCATION
Trapper Creek Job Corps
2012-2013
· High School Diploma and GED
· Records management and bookkeeping in residential living area
· Vice President of Recreational Art Department
· Award for “Student of the Month” in Office Administration
· Work and experience with conflict resolution
· Management of discipline among peers in residential living area  
		
References Available Upon Request
 
