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OBJECTIVE



To seek a position that will provide me with career growth and advancement.

EMPLOYMENT          

HISTORY
           


 


Medical Transcriptionist 



April 2007- February 2008                               



ABBA eTranscript




Paranaque City, Philippines
JOB 

DESCRIPTION          

· Transcribe the medical dictations by using proprietary software and well-suited foot pedal.

· Transcription for including keen care, clinic, radiology and pathology. 
· Maintain the employer's performance expectations including the attendance details. 
· Recognizing, interpreting, and evaluating the inconsistencies, discrepancies, and inaccuracies in medical dictation and the respective documents. 
· Using the reference materials appropriately, efficiently to assist the clarity, accuracy, and completeness of reports. 
· Meet the quality, productivity standards and deadlines established by employer. 
· Verify the patient information for accuracy. 
· Formats reporting according to the guidelines established. 
· Demonstrating, understanding the medico legal implications and tasks connected with the transcription of patient records. 
· Understanding and acting in accordance with the policies and procedures related to medico legal matters, which include confidentiality, release of information, medical records as legal evidence, etc.
Secretary

March 2003-February 2005

UNIVET Agricultural Products

Mandaluyong City, Philippines
JOB 
DESCRIPTION
· Screen and documents all phone calls
· Monitor attendance and dissemination of personal form

· Assign to some filing and other administrative works

· Also assign in making forms and drafting correspondences

· Responsible in all documentation and filing of records
· Arranging schedules of activities for the General Manager
Operation Officer



January 2000-December 2002




Zagu Foods Corporation




Manila, Philippines



JOB 
DESCRIPTION
· Assisting in all the request of Service Crew
· Monitor all company owned outlet

· Monitor the attendance of Service Crew

· Assigned Service Crew in respected Outlets

· Evaluate Service Crew according to their performance

· Update regular Service Crew's leave balances

· Monitor Employment Status of Service Crews
EDUCATION

Medical Transcription Training (July 10, 2006-January 10, 2007)

Medical Transcription Certificate Program

      
College of Education, Arts and Sciences

     
De La Salle Lipa

      
1962 J.P. Laurel National Highway, Lipa City Batangas           



   
BS Computer Science


   
Undergraduate – 3rd year – 1st semester

   
De La Salle Lipa

     
1962 J.P. Laurel National Highway, Lipa City Batangas           

 SKILLS
Good oral and written English communication skills and knowledge of health care information. 
Skilled in use of internet and software applications including MS Word and Excel. 
Has typing speed of at least 40-50 words per minute.
STRENGTHS
    Capable of learning and adapting to new tasks and situations. Responsible, hardworking, patient, 

honest and eager to learn.
PERSONAL



Age:

28 years old



Birthday:

March 1, 1979



Civil Status:
Single



Nationality:
Filipino



Religion:

Roman Catholic
