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EDUCATION

AAS Health Information Management, Portland Community College, Portland, OR 	6-20XX
RHIT National Certification, AHIMA	(expected) 9/20XX

Directed Practice – River View Senior Care, Portland, OR
• Prepared medical records for new patients, observed file flow from intake to
   discharge, shadowed HIM employees to better understand departmental roles

Management Course Work

Customer Relations
Creative Problem Solving 
Communicating Effectively at Work 
Principles of Management & Supervision


MEDICAL RECORDS EXPERIENCE

· Filed and archived medical records
· Set up new patient account/chart
· Floor supervisor of CNAs and clerical support for three nurses stations
· Scheduled mobile dialysis units and medical personnel
· Solicited medical history and presenting complaint
· Handled irate patients and resolved conflicts effectively
· Explain medical discharge orders in person and per phone (prior to 19XX)
· Scheduled appointments for initial and follow up concerns
· Maintained and directed compliance with all safety, health, and environmental policies
· Verified and explained medical insurance coverage to patients
· Adhere to medical sample protocol for blood donor screening
· Conducted extensive research using medical journals, web sites, and data bases
· Relay detailed information to medical staff and departments

COMMUNICATION SKILLS

· Interviewed and solicited information from people experiencing pain and under stress
· Screened forms for data accuracy and integrity
· Conduct presentations with professional poise and comfort
· Discussed performance improvement strategies
· Documentation of sensitive information for use by medical care team

WORK SUMMARY

· Caregiver, St. Clare Residential Care, Portland, OR 	mo/year - mo/year
· Receptionist, Kaiser Permanente, Portland, OR 	mo/year - mo/year
· Patient Administrator, Tolgren Medical Clinic, Santa Inez, CA 	mo/year - mo/year
· Donor Processor, American Red Cross, Irvington, MA 	mo/year - mo/year
· Medical Records Asst./Unit Secretary, San Luis Obispo, CA	mo/year - mo/year
