Michelle Holley

100 Stone Street, Charlottesville, VA 22980

(555) 555-5555 mholley@college.com
SUMMARY

Recent medical assisting program graduate with medical office and nursing assistant experience. Strong background in coding; medical terminology; HMOs, PPOs and Medicare; and healthcare operations. Committed to providing compassionate, professional, and quality patient care. Computer proficient with experience using Word, Excel, PowerPoint, and Access. Skills include:

 Medical Office Administration   Medical Billing & Coding   Medical Charting

 Medical Records Management   Taking Patient Vitals   Patient Scheduling

 HIPAA Knowledge   Bookkeeping & Filing   Data Entry (75 WPM)

EDUCATION

American National University – Salem, VA

Associate of Applied Science Degree in Medical Assisting – 12/2016 Related Coursework:

  Clinical Medical Assisting   Introduction to Pharmacology  Medical Office Procedures

  Phlebotomy Techniques   Dosage & Calculations of Medications  Medical Office Finances

  Medical Terminology   Diseases of the Human Body  Healthcare Law & Ethics

  Anatomy and Physiology   Phlebotomy Directed Practice  Microsoft Office
PROFESSIONAL EXPERIENCE

Family Medical Practice, Charlottesville, VA Medical Assistant Externship, 5/2016-12/2016

Completed externship with a busy family medical practice. Assist seven MDs as well as PA and RN team in ensuring optimal patient care and smooth daily functioning of office.

Key Results:

• Consistently praised for efficient handling of administrative duties (e.g., answering phones, scheduling appointments, maintaining medical records, patient processing, billing and bookkeeping) that allowed doctors and nursing staff to focus on the health concerns of their patients.

• Demonstrated proficiency in taking patient medical histories and vital signs, as well as in performing venipunctures, injections and various diagnostic procedures and ancillary tests (e.g., EKGs, immunoassays, chemistry analysis, hematology, urinalysis and sigmoidoscopies).

• Ensured the cleanliness, sanitation and maintenance of all facilities, exam rooms and equipment.

ABC Surgical Practice, Charlottesville, VA Receptionist/Administrative Assistant, 1/2013 to Present

Provide administrative support within general surgical practice. Answer multiline phones, greet patients, schedule appointments and surgeries for three surgeons, handle insurance precertifications, and assist in upkeep and management of patient medical records and practice files.

Key Results:

• Consistently praised for efficient handling of administrative duties (e.g., answering phones, scheduling appointments, maintaining medical records, patient processing, billing and bookkeeping) that allowed doctors and nursing staff to focus on the health concerns of their patients.

 Resolve patient issues diplomatically and expediently to ensure customer satisfaction, always keeping

patient confidentiality a priority.
