OBJECTIVE

Position in a medical facility utilizing my skills while learning through new experiences and related studies in the health field

SUMMARY OF SKILLS


*  Routine office duties, type 45 WPM, knowledge of WordPerfect 5.1, data entry


*  Appointment scheduling, telephoning techniques, records maintenance, filing


*  Financial record keeping, collections, banking procedures, CPT-4 and ICD9-CM


*  Organized, meticulous, reliable, efficient; a self-starter and team player


*  Excellent communication and interpersonal skills


*  CPR Instructor qualified

WORK EXPERIENCE

3/90 - 1/94    UNITED STATES NAVY - AVIATION ELECTRICIAN'S MATE

Maintained the electrical systems and instruments on US NAVY aircraft, training, records maintenance, routine office duties, data entry, technical publications library maintenance; inventory control, cashiering, hazardous material monitoring

3/89 - 1/90    SPECIAL CARE NURSING AGENCY - NURSING ASSISTANT

Assisted patients with special diets, medication and personal grooming; monitored vital signs, charted the patients intake and output of food and liquid

EDUCATION


Pursuit of B.S. degree in Biology, University of Memphis, TN


Enrolled in Medical Assistant Program, Concorde Career Institute, Memphis, TN

ACHIEVEMENTS


Student of the Term, 4.0 GPA, Perfect Attendance, Concorde Career Institute: 4/94
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