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	OBJECTIVE
	
	Certified medical assistant with 2+ years of experience seeking an entry-level position at Northern Nevada Health Care Center. Proficient in administrative and clinical work, fluent in Spanish with excellent communication and active listening skills, and a passion for helping patients. Looking to apply medical skills and knowledge to provide quality health care.

	

	PROFESSIONAL EXPERIENCE
	


	Volunteer  - Medical Assistant 
Northern Nevada Medical Center – Sparks, NV
	Sept 2022 – Present

	
	
	· Assist healthcare professionals with patient care, including taking vital signs, preparing examination rooms, and documenting information of 40+ patients daily
· Coordinate patient flow and assist with scheduling appointments and procedures of 50+ patients weekly
· Maintain accurate records and ensure compliance with healthcare regulations

	
	
	

	
	
	Medical Receptionist
Urgent Care Center –  Henderson, NV 
	July 2020 – Present

	
	
	· Answer 100+ daily phone calls and provide information to patients and their families in English and Spanish 
· Schedule appointments and procedures, maintaining a full appointment calendar to provide 20+ more patients with urgent healthcare
· Maintain patient records and ensure confidentiality and accuracy to improve medical team efficiency by 15%

	
	
	

	
	
	Medical Assistant Intern
United Health Group – Las Vegas, NV
	June 2020 – June 2020

	
	· 
	· Recorded and filed patient information of 200+ patients weekly
· Prepared rooms for clinical examinations to support medical professionals in their duties
· Provided additional support to Spanish-speaking patients and their families to ensure proper completion of documentation and full understanding of treatment procedures

	

	CERTIFICATION
	
	Certified Medical Assistant (CMA) 
Nevada Board of Medical Examiners

	May 2022

	EDUCATION
	
	Associate of Applied Science in Medical Assisting
College of Southern Nevada – NV
	May 2020

	

	KEY
SKILLS
	
	· Medical terminology
· Injections & vaccinations
· Patient preparation
· Administrative skills
· Bilingual in Spanish and English
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Dear Job Seeker,

We named it “Executive” for a reason: it's one of our boldest resume templates to date. 

The “Executive” resume template opts for a larger professional experience section, so that you can display your extensive work experience. It also implements a sidebar that eloquently mirrors every section. This way the hiring manager can easily navigate through your resume. 

The Executive is best for individuals with robust work experience, such as executives, general managers, or even business owners.   

If you’re still struggling to write your resume, here are some free resources to help you put together a resume that shows employers you’re the right person for the job:

·     Free Resume Builder
·     How to Write a Resume
·     Resume Samples by Industry

Once you have a great resume, pair it with a convincing cover letter using our matching 2022 cover letter template. Here are a few resources to help you write a cover letter that gives your application the boost it needs to land you an interview:
·     Cover Letter Builder
·     How to Write a Cover Letter
·     Cover Letter Examples by Industry

Best regards, 
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IMPORTANT: To delete the second page, right-click on the page and click “Delete Rows”
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