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PROFESSIONAL GOALS
My goal is to obtain an entry level position where I can combine clinical experience with recent education to become a professional that can meet the challenges facing today's healthcare organizations.
EDUCATION
Bryant & Stratton College, Milwaukee, WI
2012

A.S., Medical Administrative Assistant

EXPERIENCE
Glenwood Health & Rehabilitation, Decatur, GA

Virginia Highlands Health & Rehabilitation, Germantown, WI
Northeast Atlanta Health & Rehabilitation, Atlanta, GA
2013 to Present
Certified Nursing Assistant

•
I assisted nurses on Long Term, Alzheimer's, and Acute Units with patient care.

•
I answered phones and transferred calls to correct units.

•
I kept track of patients care on Care Tracker to ensure progress of patients is reported correctly.

•
I ensured timely response to nurse’s questions and request so the best care is achieved for the patients.

Family Medical Clinic, Milwaukee, WI
2011 to 2011

Internship

•
Completed referrals for new and existing patients and contacted insurance carriers for clients. I also verified clients appointments through the follow-up referrals.

•
Verified insurance with clients and insurance agencies.

•
Verified CPT, ICD-9 and HCPCS codes for the medical files. Maintained files for clients records while being very organized and detail minded.

•
I provided clerical support, by assisting in faxing, filing, and copying projects and files for the facility.

•
I assorted mail for each physician in the office to ensure timely responses to correspondences.

Behavior Health Division, Milwaukee, WI
2004 to 2010

Certified Nursing Assistant

•
I established individual and group rapport between clients, physicians, and employees while maintaining an ethical standpoint.

•
I answered the phones, admitted clients, assisted clients with inquiries concerning care and assisted physicians with accounts on each client activities. Worked and trained new staff on all three shifts on the Psychiatric Crisis Service/ Admissions Center, Crisis Intervention Center, Acute Units, and Adolescent Unit Long Term Care Units.

•
I kept clear communication lines between physicians, upper management, families and clients to ensure the best in the patient’s recovery. I was also selected to train 6% of the new C.N.A's upon hire.

•
I assisted with or personally deescalated agitated clients to ensure positive care and promote a serene environment.

Staff Works, Milwaukee, WI
2001 to 2005

Certified Nursing Assistant

•
I worked at different facilities on different units and assisted clients with daily care.

•
Floated between Long Term Care, Alzheimer's, Hospice, and Rehabilitation Units and provided a detailed account on each client care and supplies used for their care.

•
I consulted manuals which included the rules, regulations, and HIPPA guidelines and OSHA regulations for each facility.

•
I stored, prepared, and issued dressing packs, treatment trays, and other supplies which was issued by the nurse or physician on duty.

Milwaukee Catholic Home, Milwaukee, WI
1999 to 2001

Certified Nursing Assistant

•
I turned and re-position bedfast patients, alone and with assistance, to prevent bedsores and infection.

•
I assisted patients to walk to ensure mobility and safety for them.

•
I cleaned rooms and changes linen to ensure a healthy and safe environment for the client wellbeing and safety.

•
I used communication clearly and respectfully to clients to ensure understanding between the clients and myself.

MEDICAL OFFICE KNOWLEDGE & SKILLS
•
COMPUTER SKILLS: MS Word 2007 & 2010, MS PowerPoint 2007 & 2010, MS Excel 2007 & 2010, MS SharePoint, MS Publisher 2010, MS OneNote 2010, MS Upload Center, Keyboarding, Internet Explorer and MS Tools

•
CAREER & OFFICE SKILLS: Advance Billing, Advance Coding, Information Literacy, Medical Terminology, Document Processing & Transcription, Medical Office Procedures/Electronic Records, Health Care Reimbursement/ Billing Emphasis, Composition & Research, Case Work, CMS Forms, Call Screening Budgets, Referrals, Insurance Verifications, Scheduling, Filing, Composition & Research, Office Machines (copier/fax), Equipment Management, Follow-ups, CRM Tools, and HIPPA & PPACA  Awareness'

•
CRITICAL SKILLS: Human Relations, Psychology, Analytical Thinker, Flexibility, Dependable, Advocate, Ethical, Team Player, Team Leader, Assessment Skills, Human Relations, Critical Thinker, Intrapersonal Skills, Detailed Minded, and a Motivated Individual

•
MANAGEMENT CLASSES: Health Rights & Responsibility, Health Service Information System, Principles of Management, Introduction to Business & Technology, and Computer Applications for Business Lab

LICENSES & CERTIFICATIONS
Certified Nursing Assistant, 2014 – 2016, Georgia Nurse Aide Registry
CPR, 2016 – 2017, American Heart Association


