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Jane Doe
202 Oak Ridge Lane

Indianapolis, Indiana 47804

(888) 555-1234



Objective

                                                         Personal Care Medical Assistant

To challenge myself as a Medical Assistant and utilize my clinical laboratory, administrative, and customer services skills in a professional environment or in a personal care setting.

Summary of Qualifications
· Administrative Clinical.
· Customer Service Vital Signs. 

· Excellent communication and human relations skills. 

· Appointments Scheduling Injection (IM, ID, SQ).
· Patient History Lab Tests (Hct / ESR).
· Medical Terminology Aseptic Techniques.

· Medical first aid.
Professional Experience

UCLA Healthcare / Hematology – Oncology, Santa Monica, CA                                          2007 - Present

Medical Assistant
· Responsible for front and back office duties. Front Office & Back Office. 

· Scheduled appointments. 

· Filed/ prepared charts. 

· Answered telephones. 

· Perform other duties as assigned. 

· Insurance verification.
· Recorded vital signs. 

· Administered injections. 

· Assisted with phlebotomy procedures. 
· Assisted physician with examinations.
· Greeted patients and provided care and comfort before their treatment
· Helping patients with proper instruction on taking care of their treatment regimen.
Valley Medical Group, Santa Monica, CA                                                                                   2005 - 2007

Medical Assistant
· Schedule appointments.
· Filed/ prepared charts.
· Provided home health care on a weekly basis for diabetic patients.
· Administered injections and trained patients on taking care of themselves including self injections. 
· Home health and personal care of patients at their home.
· Bathed them, fed them, cleaned house, went grocery shopping for them, laundry, dishes, basic all around personal home care was provided on a daily basis.
· In short if there was anything in the patients home that needed attention, I have the training to take care of it and them with the greatest of care.
· Constant updates with the patients family members with progress reports.

· I am very pleasant and helpful with recommendations from many home personal care patients.

 Education and Professional Training

American Career College 2006
Medical Assistant Program Diploma Los Angeles, CA
Awards and Certificates
CPR - Certified
HIPAA - Certified 
Phlebotomy Training Card- Certified
Perfect Attendance – Award
Nationally Certified Medical Assistant
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