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Objective: 

To obtain a career in the Medical Office Administration field, or customer service where I’m most talented at. I want a long term career where I can gain experience, and grow with the organization, and deserve to the best of my ability to upgrade my position into management. 

Skills: 

Customer service, Microsoft ( Word, Excel, PowerPoint, Database), Anatomy, Pharmacology, Medical Office Procedures, HIPPA certified, Interpersonal/Communication Skills, Problem Solving, Typing 35wpm, Bilingual ( Arabic-English).

Education: 

An associate’s degree in applied science 
Major: Medical Office Administration
Graduated: October 08, 2014.

Work History: 

Caregiver for 1+1 Senior Care Agency                                                   San Jose/Sunnyvale, CA       2014-2015
A Self-Contractor / Private Homecare
 
Duties: I was known as the best of all caregivers that truly cares from heart. I would have to give medication to clients/patients, feed, bathe, and help them do their exercises. Also, empty their urine tubed package, change them, help them take care of their hygiene, take them out for a walk, prepare meals, light housekeeping, and watch their kids if indicated.  Provide companionship; show compassion; and assist them in any helpful way possible; never leave them alone on their own in case condition gets worst, or a risk for them to fall, or slip, or pass out. Such as the lady that I took care of who was 99 years old and had a stroke I was able to save her thank the lord I really do care about all my clients equally. 

Heald College                                                                                              Milpitas, CA                          2011-2014                                               

Duties: I worked for Head College through a Federal Work Student Study program minimum wage part-time that fit in between my full time school schedule. I worked several different positions in different several locations for different several 
Non-profit organizations such as (Career Closet, and women victims of domestic violence services/programs). My general job position at all those non- profit organizations combined, and also on campus at Heald College was An Office Assistant. I assisted help in the office for all school advisors, and teachers. Did projects on Microsoft, phone calls, research resources for students /clients. Calculation of grades and graduation date estimates, typing, paper work, fundraiser preps.etc...

Golden State Interpreting Services                                                            San Jose, CA                        2010-2014

Duties: I worked on-call for this interpreting company through one of heald college’s job fairs as a Medical Translator (English- Arabic) for non-speaking English injured clients applying a works comp. I helped them fill out paperwork, and translated between the doctor what the patient’s symptoms, and levels of pain of injury they suffer from. It was very simple, and I enjoyed working with different patients.

Wetslez Pretselz                                                                                            San Jose, CA                        2009-2011

Duties: I started out as a Cashier, and worked my way up to a Manager Assistant. Basic cashier, customer service skills, key holder, doe prep, and baker. Managing/ maintaining/Training employee’s tasks to be done properly, and guide them to use excellent customer service. Problem solving such as customers conflicts with false orders; or wrong change; or any other types of complaints to be handled wisely without upsetting any customer regardless of whose fault it might be to keep our company growing with great reputation, and gain more customers, and profits, and good tasting pretzels of all kinds to satisfy our customer’s appetite.

