Tomasita Cuevas
2328 E Cambria Street Philadelphia, PA 19134 | 215-767-7753 | tomasitacuevas1@gmail.com    

Objective 

Intelligent, organized, and motivated individual with over six years’ experience seeking a management position with   Company to provide leadership and maintain highs standards in the workplace. Proficient with Microsoft. PowerPoint, motivate and encourage others. Observation skills to notice compatible skills in others, Clear communicator both orally and written, able to delegate tasks efficiently. Experienced with multiple research methods, quick thinker able to solve complex problems, head Over to Live Career’s Resume Builder for more help with writing a resume objective.

Education

MASTER | 06/14/2019 | ASHFORD UNIVERSITY

·    Major: Healthcare Administration    

BACHELOR | 10/04/2017 | ASHFORD UNIVERSITY

·    Major: Human Resources Management

·    Minor: Health

CERTIFICATION | 09/26/2006| START TECH INS 

.    Major: Medical Assistant

Experience

OFFICE MANAGER CAREMORE HOUSE  08/18/2018 TO PRESENT

.   Homecare services

.    Client/ Patient scheduling

.    Employees Orientation and Accountability

.    Staff scheduling

.    Time Sheet for payroll

.     Discipline action

SUPERVISOR MEDICAL ASSISTANT | THOMAS JEFFERSON ONCOLOGY | 12/04/2015 TO   PRESENT

·    Payroll

·    Hiring

·    Termination

.    Work with the computer as Microsoft word, excel, power point

·     ICD codes

·     Draw blood as phlebotomy.

·     Screen and forward calls.

·     Provide information, take messages and scheduled appointments.

·     Training new hires

·     Cover multiple officers for oncology

·     Assist with bone marrow

·     MA’S schedule

·     Payroll

·     Epic

SUPERVISOR | GFK | 09/05/2013 TO 10/08/2015

·      Manage 20 employee.

·      Make sure they did the entire task in the offices

·      Time off, Scheduling, Discipline employees, ordering supplies

·      Work with the computer as Microsoft word, excel, power point.

·      Operated telephone switchboard to answer, screen and forward calls, provided information, take 

        messages.

LEAD | LABCORP| 07/15/2012 TO  12/04/2015

·     Documentation

·     Employee’s services

·     Take blood to the deferent department and process the blood aqua lab them also accessioning and 

       ship too many labs.

·     Employee’s services

·     Work with the computer as Microsoft word, excel, power point

·     Take blood to a different department.

·     Add blood test when they call to add a new analysis.

·     Give information about the different blood test in the Lac.

·     Spin the blood and get it ready to process.

·    

LEAD | ABINGTON MEMORIAL HOSPITAL| 09/05/2011 TO 12/05/2014

·    Scheduling, Documentation, Employee’s services

·    Work with the computer as Microsoft word, excel, power point.

·     Take blood to the deferent department

·     Discipline employees, Payroll Scheduling

·     Add blood test when they call to add a new test.

·     Give information about the different blood test in the Lac.

·     Spin the blood and get it ready to process.

·     Order the test on the computer.

·     Call different doctors’ offices to fix the diagnostic test.

·     Draw blood as certified phlebotomy.

·     Operated telephone switchboard to answer, screen and forward calls, provided information, take  

       messages and scheduled Appointment.

·     Tested and recorded blood glucose levels.

·      Helped patients move in and out of beds, baths, wheelchairs, and automobiles.

·      Documents objective data and routine aspects of patient care.

·      Monitored expiration dates in medical supplies and medications.

LEAD | BROOKSIDE MOBILE TECH | 06/08/2006 TO 09/11/2011

·     Drive to different nursing homes to draw blood.

·     Operate telephone switchboard.

·     Screen and forward calls.

·     Provide information, take messages and scheduled appointments.

·     Train new coworkers ·     Maintain accurate records of patient care, condition, progress, and concerns.

·     Tested and recorded blood glucose levels.

LEAD | EINSTEIN HOSPITAL |12/20/2006 TO 04/10/2009

·    Do the scheduling

·     Time off schedule

·     Payroll

·     Work with the computer as Microsoft word, excel, power point

·     ICD codes

·     Draw blood as phlebotomy.

·     Screen and forward calls.

·     Provide information, take messages and scheduled appointments.

·     Train new staff

SUPERVISOR | PROTOCOL |12/06/2006 TO 04/04/2009

·     Scheduling

·     Visit the patient daily.

·     Do a daily report on the patient.

·     Cook, feed bath and give medication and hose cleaning to the patient.

·     Prepare patient for bed.

·     Maintain accurate records of patient care, condition, progress, and concerns.

·     Training, scheduling, time off, ordering supplies. 

Certification

·    Phlebotomy

·    CMA
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