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Career Profile
Career professional seeking a position in a medical office where I can utilize my combined education and work experience to benefit patient care.
Education and Qualifications



Education

• High School Graduate – Woodside High School; Albany, CA

• De Anza College – College Credits; Albany, CA

• Georgia Perimeter College – Completed Medical Coding Program; Albany, CA

Medical Coding Skills


• Medical Terminology

• Human Anatomy

• Physiology


• Human Diseased


• ICD-9 CM I


• ICD-9 CM II


• CPT coding



• CPT-HCPCS

• Physician coding


• Data Identification

• HIPPA Guidelines
• Insurance Billing

Computer Skills


• Typing 65 wpm


• Excel spreadsheets
• PowerPoint presentations


• MS Word documents

• data entry


• Preparing reports

• E-mail/Internet


• Database keyword
• 10 Key Calculator

Personal Qualifications 


• Consistently demonstrate exceptional customer service with all clients


• Excellent verbal and written communication skills


• Capable of handling multiple responsibilities with attention to detail


• Proven ability to work effectively with staff and management at all levels
Professional Experience

Sales Support/Customer Service 


• Processing Purchase Orders


• Enter customer information (SAP)


• Organize, file, update database

• Resolve complex customer issues

Administrative/Healthcare Support
• Answering multi-line phones

• Billing and travel arrangements 

• Filled curriculum orders


• Coordinated with executive director


• Scheduled shipments for overseas
• Processed export papers as needed
Chronological Employment 


Company Name - City, State 
2001-Present
Sales Support Coordinator


Company Name - City, State
2001
Administrative Assistant

Company Name - City, State
1995-2001
Transportation Secretary

Company Name - City, State
1993-1994
Administrative Assistant 







