KILEE HARVEY
4145 PASSMORE STREET, PHILADELPHIA, PA 19135
 (215) 205-5547
kilee215@gmail.com 


RELEVANT SKILLS AND CERTIFICATIONS 

· Working towards CCMA 
· Proficient in taking / recording vital sign	
· Working knowledge of Medical Terminology 
· Charting / EHR / EMR	
· Clinical and Diagnostic Procedures	
· CPR Certified
· Pharmacology and Medication Administration	
· Laboratory Techniques
· Able to administer EKG	‘s
· Highly Organized



EDUCATION

Brightwood Career Institute, Philadelphia, PA                                                	11/2018
Medical Assistant Diploma – Cumulative GPA 3.62
Excellent attendance throughout program 
Externship:  Dr. David Cohen
Medical Assistant 
· Greeted patients; fielded questions, Answered phones, scheduled patient appointments 
· Took and recorded blood pressure on new patients; Documented clinical notes in Quick-notes (EMR software)
· Utilized Practice Manager (EHR) for Scheduling appointments, documenting copays received, and inputting patient demographics
· Administered electronic stim therapies; Applied heat and cold therapies  

WORK EXPERIENCE
Administrative Assistant, WISE PROPERTIES LLC - Philadelphia, PA 		8/2016 to 2/2018
· Answer phones, record messages, schedule appointments; Organize files

Shift Supervisor, Allied Universal Security Services - Philadelphia, PA 		4/2008 to 12/2017
· Maintains a safe and pleasant work environment for all employees and guest.
· Sort and organize facilities shipment; handle all packing and deliveries
· Provide the team with a working agenda for the week 
· Provide security and safety for the public site ● Checked incoming and outgoing packages of suspicion; Maintained accurate records of incidents that may have took place
· Developed rapport with staff to effectively serve

Food Service Worker-Environment Service 
The Nutrition Group Mastery Charter Schools- Philadelphia, PA.                        8/2018 to Present
· Perform a variety of food service functions 
· Maintain the cleaning and sanitize all food service areas, facilities and equipment.
· [bookmark: _GoBack]Assist with food preparation, prepares and serve.

Cashier, DR. DENIM - Philadelphia, PA 					8/2005 to 9/2007
· Identified potential shoplifters and alerted loss prevention
· Completed sales transactions; resolved customer complaints professionally 
