JANE STUDENT

425-345-1234 ( jane.student@edcc.edu ( www.linkedin/in/janestudent

Objective: Health Information Management (HIM) Tech
Value: Dean’s List student with customer service and medical documents experience. 

History of providing professional, reliable service in all jobs to date.
Summary of Qualifications 

(Put your most relevant credentials first, which is usually your education & Internships. 

Other bullets copied from bullets most often listed in HIM Tech Job ads & government job description in the appendix)
· Internship: Medical Records, Group Health Hospital. 

· Associate Degree, Medical Information Tech. Graduate March 2013. High School Graduate.
· Customer Service Experience: Over 5 years’ experience in Customer Service. Experience in office settings.

· Strong Computer  Skills: Skilled in Microsoft Office – Word, Excel, Access & PowerPoint.
· Solid Office /Clerical Skills: Scanners, telephone systems, indexing systems, fax, mail, PCs, printers.
· Able to multitask, within the job or project while maintaining a professional, customer-centered attitude.

· Thorough knowledge of medical terminology.
Knowledge & Skill Areas
(i.e. these are Keywords that refer to what you know, and show up most often in ads you pulled)
	· Telephones & Routing Calls

· Messages & Faxes

· Routing Requests for Charts

· Tracking Discharge Charts

· Scanning & Verifying
	· Verifying Correct Patient Identity

· Medical Terminology

· Medical Record Processes

· Team Support & Projects as Assigned.

· Computers: MS Office, Keyboard 50 WPM
	· Patient Record Filing & Sorting

· Release of Information

· Form Indexing/Indexing System

· Electronic Record Transfers

· Managing imaged & paper records


Education /Licenses / Certifications / Training (ALWAYS goes first for medical/legal/education jobs as credentials MATTER)
Edmonds Community College, Lynnwood, WA

- Certificate, Medical Administration. Completed, August 2012. GPA 3.8

- Associate Technical Arts (ATA), Medical Information Technology. GPA: 3.7. Graduate March, 2013. Classwork:
	Medical Records Internship – 100+hrs 
	 ICD-9-CM Coding
	Anatomy & Physiology

	Medical Document Processing
	Medical Billing
	Medical Law & Ethics

	Health Information/Insurance
	Business Math
	Medical Terminology

	MS Word, Excel and Access
	Accounting 101
	Anatomy & Physiology


Recent Training and Seminars: HIPAA coursework. ___ hours. Edmonds Community College, Spring 2011.

Certifications: CPR, First Aid. Current through 2013.

Relevant Experience (list both PAID and VOLUNTEER experience here, most recent first)
INTERNSHIP, Group Health Hospital, Medical Records / Regitra’s Office. P/T – 2 days a week
 June – August 2012

Organized and managed health information data by ensuring its quality, accuracy, accessibility and security. Roles included:

· Patient Record Filing & Sorting: Filed patient records and electronic record transfers. Sorted incoming lab results and verified correct patient identity. Process requests for charts. Followed up on discharge charts and did

· Team Support: Assisted Lead Registrar. Separated patient records by diagnosis from pathologists. Ran reports. 

· Medical Terminology: Demonstrated ability to read physician’s notes, progress notes, and abbreviations

· Scanning & Verifying: Reviewed scanned medical records to ensure accuracy to EMR. Did quality checks.

VOLUNTEER, Swedish Hospital, Main Reception Desk, Edmonds, WA 




Spring 2011
· Telephone & Routing Calls: Provided reception relief on a busy phone system that averaged 40+ calls an hour.

INTERNSHIP – 100 hours, Medical Records. Edmonds Professional Clinic, Edmonds, WA    


Spring 2011

EXTERNSHIP, Patient Care Rep, Westwood Rehabilitation, Lynnwood, WA




1989 – 2004

· Communications: Demonstrated ability to work with elderly patients and their families in a medical setting

· Patient Concerns/Problem solving: Assisted nursing staff in handling workload and problems as they arose. 

Customer Service/Office Experience: 
Macy’s – Apparel Clerk, 2007 – 2010 ( US Bank – Support Rep, 2006 – 2007 ( TeenWorks, Chaplain, 1999-2003        Page 8

