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                                        OBJECTIVE

      To find a position where I can use the skills I have as well as continue my education.

                                         EDUCATION

Mission College- Bio Science                                                                           Present
Refresher Course, Medical Assistant      Everest           San Jose, CA                    2010
Diploma, Medical Assistant                    Everest           San Jose, CA                    200



   

                                     EMPLOYMENT HISTORY

Live Nation-current
· Serving beer/Wine
· Inventory 
· Cashier


Landscaping, Inc. 
Title: Office Manager 
Duties:
· Managed Accounts payable and accounts receivable using QuickBooks.
· Reconciled bank statements and cash deposits from daily transactions.
· Maintained cost control for office supplies.
· Additional experience as a receptionist answering phones providing excellent customer service, taking messages, fax, email and distribute mail.
· Manage payroll using QuickBooks.
· Manage daily cost per job site.
· Opened up office.
· Manage Presidents daily appointments making sure he arrived on time.
· Create a daily overview of all duties performed.
· Trained new employees.
· Managed outgoing information for the maintenance department.
· Worked on Operations manual for the company.



Advanced Cardiovascular Specialist
Title: Medical Assistant
· Worked with twelve Drs. everyday assisting a different Dr.
· I also worked in the lab were I did the testing for the INR’s and gave proper dosage for coumadin communicating with the patient’s one on one.
· Assisted Doctors by preparing charts making sure lab test and all testing were in chart.
· Took vitals, EKG’s, medication list as well as a little History on pts. Sx before doctor enters room.
· Hooked up holter monitors and BP monitors.
· Scheduled procedures at hospital.
· Received prior authorizations for inpatient and outpatient procedures.
· Once a week took Emergency call; Emergency call is the go to person of the day. I answered all emergency calls coming to office and triage.
· Refilled Rx
· Faxed, copied and sent mail for Drs.
· Called pts with test results and Drs. instructions.
· Filled in for receptionist when needed.
· Sorted through Drs. charts and prioritized.
· Also assisted as reception and medical records when short staffed.
· Worked with eClinicalworks

Heart and Rhythm Medical Group 
Title: Medical Assistant
Duties: 
· Assisted five Doctors by collecting all history and physical.
· Data entry, copied medical records, and kept all files in an organized manor.
· Downloaded and transferred all dictations using program Banyon Solutions.
· Assisted in minor procedures with in the office, by running holter monitors, B/P monitors, ekg’s, and suture removals.
· Received prior authorization on all types of insurance and scheduled all inpatient and outpatients procedures.
· Maintained proper dosage for coumadin communicating with the patient’s one on one.
·  Answered phones, took all messages, provided great customer service, filed, data entry, email, and fax. 



San Jose Care and Guidance-Psychiatric facilities
Title: Business Office Assistant
Duties: 
· Reconciled bank statements and cash deposits.
·  Assisted Account payable and accounts receivable. 
· Managed residents trust account and reconciled checkbook for residents.
· Maintained cost control for office supplies.
· Assisted admissions director by checking new admissions for completion of required data to meet licensing certification requirements, facility policies and procedures.
· Organization, procedures and operating details of admission department
· Reauthorized Paper Tars and Etars for Medi-cal patients.
· Additional experience as a receptionist answering phones providing excellent customer service, taking messages, fax, email and distribute mail.

                                     ADMINISTRATIVE SKILLS

eClinicalworks                                               Email  
Reception and phone skills                             Filing
Appointment scheduling                                 Preparing charts
Basic Bookkeeping                                         Medical Manager
Accounts Payable/receivable                          As-400
Payroll                                                             Banyon Solutions
Microsoft Word                                               Microsoft Excel
QuickBooks                                                     Faxing
                                                             Insurance Authorization

                                  CERTIFICATIONS

OSHA                                                   QuickBooks
HIPPA  
CPR                                                        Excel
Word                                                     Accounts payable
Payroll                                                  Crisis Prevention

                           ACTIVITIES & HONORS

Everest, Medical Assistant                        A-E modules, Honor Roll
Advanced Cardio Vascular Specialist       Employee of the month

