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A highly competent, motivated, and enthusiastic administrative assistant with 
experience in the field of healthcare and higher education. Well-organized and 
proactive in providing timely, efficient, and accurate clerical support to diverse 
teams. Proven track record of accurately completing research, reporting, information 
management, and financial analysis within demanding time frames.

EXPERIENCE

Certified Medical Transcriptionist
ABC Corporation - MARCH 1995 – SEPTEMBER 1997

 Transcribed physicians dictations utilizing ChartScript, WordPerfect, 
and Dictaphone equipment.

 Programmed doctors identification numbers and names into 
ChartScript and Dictaphone.

 Reports transcribed included history and physical examinations, 
operative reports, consultations, progress notes, discharge 
summaries, cardiac catheterizations, EEG, MRI, echocardiography, 
and emergency room reports.

 Studied on own and was not entered in any formal courses.
 Transcription of medical documents, seeking out new resources for 

medical information, completing necessary documentation for a 
variety of physicians and medical specialties providing a high degree 
of speed, accuracy, and quality.

 Organizing employee meals and fund-raisers for team members.
 Continuous education and adaptation with regards to software, 

federal regulations, needs of other departments, and individual 
provider specifications.

Certified Medical Transcriptionist 
Delta Corporation - 1991 – 1995

 Work well in a high pressure environment Committed to success in 
my job duties Self-motivated and competent with strong 
organizational skills .

 Able to recognize client needs, and meet them.
 Proficiencies Clarify orders for continuity of care and best patient 

outcomes Interpreting EKGs and responding to alarms Proficient, 
accurate .

 Transcribe, format and edit dictated reports from the neurosurgeons; 
Insurance billing on the HCFA 1500 forms.

 Develop, generate and maintain company letterhead, statements, 
envelopes and business cards.

 Job duties (same as above).
 Supervisor Lisa Krawczyk.
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EDUCATION

 Bachelor Of Applied Science In Medical Services - 2009(St Petersburg 
College - Pinellas Park, FL)

SKILLS

Clinical rotations in a variety of settings including, emergency room, ICU, labor and 
delivery, postpartum, antepartum, NICU, surgery, dialysis, home health, hospice, 
rehabilitation, orthopedics, medical surgical, oncology, and behavioral health.
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