Heather Traxler
7171 S Cherokee Trail 2426 Aurora, CO 80016
704-517-3852. hrtraxler@yahoo.com
Objective  

I am an experienced professional seeking a career in the healthcare field. 

Key Qualifications

● I have 6 plus years in working with patients
● I have experience in working in the back office and front office.  
● I am a team player and a fast learner

Work Experience

Resident Care Associate, Parkplace Senior Living				May 2011 – Dec 2013
QMAP/Front Desk/Resident Caregiver

· Assisting residents with activities of daily living to include: bathing, dressing, grooming,                                                                                       and toileting
· Transferring and getting residents to and from activities and meals according to their individual service plan
· Serving meals to residents in the dining room or their apartment
· Recording and reporting changes in resident's eating habits to supervisor
· Supervising of self-administered medication to residents following company and regulatory
guidelines
· Dispensing medications to residents in accordance with care plans
· Greeted all visitors entering facility in a courteous, warm, and professional manner
· Promoted a positive image of the community and serving as ambassador of community to visitors
· Receive incoming phone calls and directing to proper residents and staff
· Receiving all mail for community and residents and sorting and delivering to mail locations
appropriately
· Routinely perform basic typing, filing, and clerical work as requested
· Responded appropriately to resident emergencies by calling or contacting appropriate internal and external parties

Medical Assistant, Mecklenburg ENT				August 2007 - April 2008

· Documented patient encounters properly in accordance to compliance guidelines in electronic medical record software in a timely manner
· Obtained vitals of patient including : Pulse, Respirations, Blood Pressure, Height, Weight, head circumference
· Provided clinical assistance for physician when appropriate (office procedures, administer
prescribed medications, administer prescribed emergency care in the event of a severe reaction)

· Managed lab reports, procedure and office notes and outside documentation pertinent to patient care.
·  Maintained stock of office and clinical supplies and order from appropriate vendor when needed
·  Provided educational and triage information to patient and their families
·  Maintained OSHA standards to ensure sterilized and safe equipment

Medical Assistant, Suffolk OBG-YN				August 2005 - June 2007

· Patient check-in and check-out 
· Input insurance information into the computer system
· Prepare charts according to the office protocols
· Escort patients to the exam rooms
· Tool vital signs and patient history
· Prepared exam rooms 
· Office supply inventory 
· Assisted the Physician in minor in office procedures
· [bookmark: _GoBack]Answered calls and made appointments



Education

Bachelor Of Science							May 2011- Present
Colorado Christian University

Medical Assistant							August 2004-July 2005
Texas School of Business

