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SUMMARY

A results-driven medical professional with 4 years of career as a Surgical Assistant. Demonstrated 
record of results in efficient utilization of distribution operation resources. Strong leader and 
mentor with superior interpersonal and communication skills and a history of delivering superior 
results.

SKILLS

Nursing Assistant, Medical, MS Office, Communications, Dental.

WORK EXPERIENCE

Executive Surgical Assistant
ABC Corporation  1997 – 1999 
 Educate patients of surgical procedures, costs, coordinate schedules are design applicable 

payment plans.
 Record treatment information within EMR software (electronic medical records).
 Verify with health insurance companies to coordinate coverage and costs.
 Obtain medical clearance with the patients primary care doctors to ensure procedures are 

safe to conduct.
 Monitored budgets by comparing and analyzing actual results with plans and forecasts.
 Accomplished company goals by accepting ownership for accomplishing new and different 

requests, explored different opportunities to deliver value to referring doctors.
 Successfully completed OSHA, ADA and HIPAA compliance training.

Surgical Assistant
Pacific Oral Facial Surgery Center  1995 – 1997 
 Prepare surgery charts, prepare surgery trays, assist the oral surgeon in surgery, schedule 

patients, patient care, customer service, ordering monthly supplies, handling and managing a 
monthly budget, ordering monthly drug orders, seeing and clearing patients.

 Accomplished memorizing instruments and sterilization guidelines.
 Also accomplished how to properly attain health history for patients.
 Skills Used I attained a full mouth x-ray certification and am certified to take them.
 Also attained a surgical assistant certification and am certified at assisting in oral surgery for 

the next five years.
 Also attained a CPR certification and am certified for the next two years.
 Demonstrated that I am a fast learner and am able to tolerate a fast pace environment.

EDUCATION

Associates - 1993(Baker College)
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