Andrea Smithson

1 Braswell St # 32 ● Knightdale, NC 66353
Cell: (333) 333-3333 ● Email:
OBJECTIVE: Seeking a position as a Medical Assistant with Green Care utilizing administrative expertise, communication skills and clinical background to make smoother the functions of facility and increase patient satisfaction.
KEY QUALIFICATIONS
• Over 5 months’ practical experience working as a Medical Assistant
• BLS Certified
• Highly skilled in providing care services to patients and coordinating with nursing staff for management of care procedures
• Well versed in performing medical billing and coding procedures
• Computer: MS Word, Excel, Outlook and PowerPoint
RELATED SKILLS
	Administrative
	Clinical

	● Filing insurance forms
	● Taking and recording vital signs

	● Scheduling appointments
	● Medical terminology

	● Patient follow-up
	● Procedures and exams assistance

	● Room preparation
	● Giving injections

	● Supplies management
	● Lab testing / Phlebotomy

	● Phone triage
	● Patient education


EMPLOYMENT HISTORY
Family Health Clinic, Knightdale, NC | January 2007 – June 2007
Medical Assistant Intern
• Prepared patients for examination procedures
• Took and record vitals and height/weight
• Took and interpret clinical examinations and procedures
• Administered medication and shots
• Assisted doctors with clinical and medical procedures
• Assisted medical staff in educating patients and families
• Obtained laboratory samples and completed paperwork
EDUCATION
Knightdale City College, Knightdale, NC
Associate of Science in Medical Assisting – 2006
ADDITIONAL CAPABILITIES
• Strong interpersonal and organizational skills
• Good time management
• Great attention to detail
• Computer savvy

