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	Objective  
	
	Compassionate self-starter seeking an opportunity in the medical administration field utilizing my exceptional patient and office skills from working over 17 years in the medical industry and six years of office experience. My goal is to provide the best care to all patients with my strong work ethic and outstanding professionalism I can contribute to the success and growth of the company.


​   

	Qualifications Summary  
	
	· Over 17 years of medical experience

· Excellent oral and written communication

· Manage phone lines​

· Scheduled appointments

· Responsible with handling large monetary transactions

· Vital signs

· Knowledge of behavioral management

· Conflict resolution skills

· Outstanding customer service and patient interaction

· CPT and ICD-9 Coding

· Proficient in Microsoft Word, Excel
· HIPAA Certification
· Medisoft and Dentrix


​   

	Education  
	
	Everest College, Aurora, CO

​Medical Administrative Assistant
​01/2012-Present

​
​Emily Griffith Technical College, Denver, CO

​Certified Nursing Assistant Certificate

​11/1996

​
​Emily Griffith Technical College, Denver, CO

​High School Equivalency Diploma

​10/1996


​   

	Employment Experience  
	
	

	Clinical Experience
Office Experience
	
	· ​Assisted Quadriplegic, Amputees, Elderly, Autistic Children, Handicap, and Mentally Challenged patients with daily hygiene activities including bathing and clothing
· Redirected the patients negative behavior

· Performed vital signs

· Aided patients with preparing for bed

· Delivered meals and assisted with feeding

· Helped patients with toileting tasks

· Prepared meals when necessary

· Secured all personal information

· Conducted proper inspections of feeding tubes and colostomy bags to maintain cleanliness

· Properly maintained all patient documentation and records through hard and soft copies​
· Hospice, Dementia, Alzheimer’s, and companion care
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· Performed opening and closing duties of the office

· Managed inbound and outbound calls

· Utilized money making machine to print off refund checks on site

· Explained all products and services to customers

· Conducted bank deposits for the office
· Secured personal customer information 

· Ensured accurate input of all customer information into computer systems


​
Caregiver, Comfortcare Senior Services, 04/2012-present
Client Care Aid II, Colorado Dept of Human Services/Wheatridge Regional Center, 08/2011-12/2011
Certified Nursing Assistant, Golden Harmony Home Health, 03/2010-08/2011

Tax Preparer/Office Assistant, Jackson Hewitt Tax Services, 11/2008-04/2011

Certified Nursing Assistant, Human Touch Home Health, 06/2007-03/2010

Personal Care Provider, B&G Home Health Services, 06/2007-04/2008

Office Assistant/Tax Preparer, Jackson Hewitt Tax Services, 12/2006-04/2007

Certified Nursing Assistant, Villas at Sunny Acres/Centura Health, 01/2005-12/2006

Certified Nursing Assistant, Manor Care of Denver, 02/2006-10/2006

Office Assistant/Tax Preparer, Jackson Hewitt Tax Services, 12/2005-04/2006

Certified Nursing Assistant, Maxim Health Care Services, 02/2001-12/2005

Certified Nursing Assistant, TLC Staff Builders, 11/1994-12/2001

