		Jassmine Norton
5600 Germantown Ave Philadelphia, PA 19144
 (215) 439-3212 
jassminenorton@gmail.com

Objective: Seeking an entry-level position where I can offer my understanding of medical procedures, terminologies, and administrative skills for the betterment of the healthcare organization

EDUCATION
Prism career Institute Medical Assisting Program, Upper Darby PA
	                           Certificate received: June 2015 G.P.A 4.0
Pace University             Dyson College of Arts and Sciences, New York, NY
                                         Bachelors of Arts, Major: Acting Received May 2011
                                      Certified Medical Assistant NRCMA-NAHP 6/2015	

WORK EXPERIENCE
       Philadelphia Gas Works (PGW), Philadelphia, PA				September 2015 to Present
       Medical Administrative Assistant
· Update employee absent occurrences in TLM system daily as well as corresponding with timekeepers in each department.
· Responsible for answering phones, dispatching  calls to proper correspondents, document and relay messages  when needed, and  corresponding by email using MS Outlook
· Ensures all medical documentation has been properly indexed and scanned according to company policies and procedure
· Filed X-Ray reports, lab reports, referral letters, and other medical records correspondence in the correct patient record
· Conduct a monthly inventory of office supplies, maintained a list of current inventory, ensure adequate stock at all times, and order new supplies when needed
· Maintain the overall appearance of the medical office, including presentations, cleanliness, and providing health information
    Case Management Associates, Philadelphia, PA					June 2015 to September 2015
       Medical Indexer
· Ensures all medical documentation has been properly indexed and scanned according to company policies and procedure
· Assures documents are complete accurate and available for medical providers
· Filed X-Ray reports, lab reports, referral letters, and other medical records correspondence in the correct patient record
· Cross Trained to complete receptionist duties scheduling appointments and answering phones
· Clerical duties such as filing, faxing, and data entry
· Maintains patient confidentially at all times

      Gaudenzia Drug and Alcohol Rehabilitation Center, Philadelphia, PA	             May 2015 to June 2015           
      Certified Medical assistant (externship)
· [bookmark: _GoBack]Compile and maintain medical records according to company policies and procedure
· Prepares records for the following days activities and deliver them to the proper correspondent
· Maintains accurate records of hospitalization and  patient travel to facilitate coordination of patient scheduling
· Ensures patient confidentially is maintained at all times
· Complete patient intake including vitals sign’s, height, and weight as well as injections as needed
· Monitor patient medication daily
· Clerical duties such as filing, copying, faxing, data entry, scheduling appointments, and answering phones

      Complex Care Solutions, Manhattan, NY					            August 2013 to January 2015
      Scheduling Specialist
· Created and updated schedules for over seven (30) medical professionals daily
· Acted as the liaison between the medical professionals and Medicare members
· Consulted with members to schedule appointment with medical professionals
· Explained assessments and procedures  to members  in respectful manner daily 

New York University, Manhattan, NY							June 2013 to August 2013	
       Customer Service Representative
· Assisted parents and students in application process for financial aid 
· Advised students on status of financial aid packages.
· Dispatched calls to proper departments when necessary
· Maintained  positive, upbeat attitude throughout the day
			
      Orion Fashion, Manhattan, NY							May 2012 to April 2013
      Data Entry Clerk   
· Printed ticket  information in proper format on daily basis
· Attached ticket information to proper vendor files, documented information into Accuterm database, and confirmed that any and all information processed is accurate 
· Recorded any and all information as well as accurate detailed instructions on how to attach tickets to merchandise properly
			
      St. Giles International, New York, NY 						July 2011 to November 2011
      Café Manager 
· Opened and closed the office, platinum lounge, and café daily 
· Greeted students and visitors in a pleasant manner
· Managed and ensure that the café and platinum lounge were attended and presentable at all times
· Coordinated all events and activities concerning the café and platinum lounge including field trips, private events, and company parties
· Conducted a monthly inventory of office supplies, maintained a list of current inventory, ensure adequate stock at all times, and order new supplies when needed
	  		  
      Pace University, Writing Center, New York, NY 					September 2008 to May 2011
      Head Receptionist 
· Greeted students and visitors in a pleasant manner. Maintained working knowledge of all student resources such as Career Services, Library, and Computer Resource Center and referred visitors and students to the appropriate programs
· Registered and scheduled students for appointments using MS Word and MS Excel 
· Responsible for answering phones, dispatching  calls to proper correspondents, document and relay messages  when needed, and  corresponding by email using MS Outlook
· Supported the office in various assignments such as filing, copying, and scanning
· Trained new hired receptionists

*References available upon request

