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PHYSICIAN ASSISTANT

QUALIFICATIONS PROFILE

Solutions-focused, analytical, and multifaceted professional with a Master's degree in Healthcare Administration and
ongoing studies in research psychology. Equipped with a diverse skill set refined through academic pursuits and small
business ownership, demonstrating expertise in data management, policy analysis, staff training, and governmental
regulation compliance. Skilled in fostering positive work environments and promoting teamwork. Equipped with
extensive experience in sales, customer service, patient care, psychology, and research, with a strong commitment to
delivering exceptional service. Articulate communicator, with bilingual skills in English and Spanish. Technically
proficient with Microsoft Office Suite (Word, Access, Excel, PowerPoint) and SPSS.

CORE COMPETENCIES

Medical Documentation | Medical Transcription | Customer Support | Data Research | Problem Resolution
Patient Education | Medical Assistance | Diagnostic Testing | Patient Communication | Administrative Support

EDUCATION

Post-Baccalaureate Certificate Clinical Psychology, Psychology | In Progress (Expected Completion: Aug 2025)
University Name, City, State

o

a

o

Research Project: Stage 1: The Mediating Role of Dissociation in Attention and Borderline Personality Traits
Research Project Stage 1: Mediating Effects of Anxiety and Depression in Chronic Pain
Research Project Stage 2: Mediating Effects of Anxiety and Depression in Chronic Pain

Master of Science in Healthcare Administration | Dec 2023
University Name, City, State

o

Graduated summa cum laude

Bachelor of Health Studies, Health Education | Nov 2018
University Name, City, State

o

a

a

Graduated magna cum laude
Walden's Bachelor's Scholarship Recipient
GPA: 3.91

MEDICAL EXPERIENCE

CoMPANY NAME, CITY, STATE
Medical Scribe, Oct 2021-Oct 2022

o

Documented patient encounters in electronic medical records (EMR) including current illness, history, lab
results, and more while consistently ensuring accuracy and timeliness.
Maintained comprehensive and confidential patient records, including diagnoses, treatments, prescriptions,
and allergies.
Collaborated with physicians and staff to gather information, verify accuracy, and maintain efficient workflows.
Utilized technology, such as Deep Scribe Al and addressed patient inquiries to ensure smooth operations and
resolve concerns.
Transcribed dictated medical reports accurately, verifying terminology and managing electronic archives.
Exhibited discretion and confidentiality when handling sensitive information or records to adhere to HIPAA
guidelines and regulations.
Offered customer support to address clients' inquiries and issues related to medical transcription services.
Conducted investigative research to clarify dictated information and rectify any discrepancies.
Identified and resolved technical issues to ensure ongoing productivity and uphold work quality standards.
Revised drafts generated by speech recognition software for accuracy and coherence.
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COMPANY NAME, CITY, STATE
Medical Assistant, Jan 2017-Jan 2018
@ Welcomed and checked in patients, recorded medical history, and assessed vitals, including specimen collection
for various lab tests.
s Managed patient records, provided follow-up instructions, and oversaw pharmacy operations.
@ Maintained cleanliness, restocked supplies, and organized exam rooms and medical equipment.
o Directed patients to exam rooms, prepared them for physician exams, and assisted with minor surgeries.
= Managed medical records, collected and documented patient information, and performed diagnostic testing.
o Educated patients on medications, procedures, and care plans.
o Collaborated with medical and administrative staff to ensure a patient-focused environment.
@ Conducted intake procedures, answered phone inquiries, and administered tests such as EKGs and spirometry.
s Explained procedures to patients and implemented improvements to enhance office efficiency.

PROFESSIONAL EXPERIENCE

CoMPANY NAME, CITY, STATE
Owner, Sales of Gemstones and Fossils, Oct 2022—Present

s Oversaw day-to-day business operations and consulted with customers to understand their needs.
s Established core processes for business operations and optimized budget management.

@ Monitored market conditions to adjust product pricing and capitalize on emerging trends.

s Utilized market insights to develop value-added solutions, leading to revenue growth.

s Conducted target market research to identify customer needs and analyze competitor activity.

s Managed financial transactions, including bank deposits, sales, returns, and reporting.

s Devised and executed marketing strategies to attract new customers and boost sales.

CoMPANY NAME, CITY, STATE
Sales Associate, Jan 2014-Jan 2017
= Provided customer assistance and managed cash transactions to meet daily sales objectives.
@ Guided customers in finding products and processed transactions with precision.
s Shared product expertise, including sizing, accessories, and care instructions.
s Cultivated relationships with customers to improve loyalty and satisfaction.
s Employed suggestive selling methods to boost sales and achieve monthly targets.
o Informed customers about promotional deals and product offerings.
s Attentively listened to customer preferences and suggested suitable products.
s Stayed updated on store policies and inventory systems.
s Gave priority to assisting customers over routine duties.

CERTIFICATION

Collaborative Institutional Training Initiative (CITI Program) Certification | Sep 2022 (Valid Until: Sep 2025)
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