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m
 
 
 
OBJECTIVE: To 
secure ) p)rt-time 
position th)t offers 
potenti)l for growth
)nd utilizes my skills 
)nd experience.
 
WORK 



EXPERIENCE:

Endocrine 
Met,bolic 
Associ,tes, 9501 
Roosevelt Blvd, 
Suite#400, 
PhilIdelphiI PA 
1911

MedicIl AssistInt/
Receptionist 
9/02/08 - 03/19/13 
(medicIl leIve)
> Check p)tients in/
out
> Verify insur)nce
> C)ll hospit)ls, 
l)bs, & doctors 
offices for p)tient 



records
> T)ke p)tients to 
ex)m rooms )nd 
)cquire p)tient 
vit)ls
> Answer incoming 
c)lls
> Schedule p)tients
> Verify 
prescriptions from 
ph)rm)cies 
> Perform 
secret)ri)l duties 
for physici)ns 
 
Americ,n Building 
M,inten,nce, 1528 
W)lnut Street, 5th 
Floor, Phil)delphi), 
PA



 
11/06- 05/07
JInitor
> Cle)ning offices 
)t the Nov)C)re 
Center (The 
Phil)delphi) E)gles 
Tr)ining f)cilities)
> V)cuuming, 
dusting, )nd tr)sh
 
 
Republic First 
B,nk, 1608 W)lnut 
Street, 2nd Floor, 
Phil)delphi), PA
 
6/05 to 10/06 Wire 
TrInsfer 
CoordinItor/



Customer Service 
SpeciIlist
> Tr)nsferring 
incoming/outgoing 
wires
> Settle d)ily
> Issue customer 
PIN numbers to 
verify wire(s)
> F)x, Em)il, or 
Telephone customer 
with confirm)tion of 
wire(s) in/out
> M)int)in records
> M)ke/receive 
phone c)lls from 
customer inquiring 
)bout wire(s) in/out
> Answer )ll 
incoming c)lls from 



potenti)l )nd 
current customers
> Cross sell b)nking 
products
> Encour)ge 
b)nking promotions
 
 
5/04 to 6/05 
Republic First 
B,nk 1818 M)rket 
Street Phil)delphi), 
PA
BInk Teller
> B)sic teller duties
> Count )nd settle 
MAC m)chine
> Answer incoming 
c)lls
 



First Penn B,nk, 
1835 M)rket Street 
Phil)delphi), PA
 
1/01 to 2/04 B)nk 
Teller/He)d Teller
> H)ndling currency
> Answering 
multiple phone lines
> Extr) 
responsibilities such 
)s the MAC m)chine 
)nd occ)sion)lly, 
counting )nd 
settling the v)ult.
 
M,r,thon Grill 
Rest,ur,nt, 121 S. 
16th Street 



Phil)delphi), PA
 
9/99 to 1/01 
W)itress/Hostess/
C)shier
> Attend to dining 
room )nd t)ke-out 
customers;
> H)ndle c)sh 
tr)ns)ctions.
 
EDUCATION:
 
Fr,nkford High 
School, 
Phil)delphi), PA
Gr)du)ted June 
1999 – Honor 
student
Business Ac)demic 



Course including 
Adv)nced 
Pl)cement cl)sses 
in Computer 
Progr)mming, 
Science )nd French

Lincoln Technic,l 
Institute
GrIduIted 
FebruIry 2008
Certified MedicIl 
AssistInt
 
RELATED 
TECHNICAL 
SKILLS:
Customer Service 
Multi-line Telephone
D)t) Entry Word 6.0



Excel
Power Point
Sc)n
F)x m)chine

Certified Medic)l 
Assist)nt
Certific)tion in CPR
Received tr)ining 
reg)rding OSHA

*References 
)v)il)ble upon 
request 
 


