Ronald Gilmour

130 Cook Street, Drytown, CA, 98555

(555) 555-0434 • ronald@gmail.com

OBJECTIVE 
To acquire a position as a Medical Assistant with a respected healthcare organization.
SUMMARY OF QUALIFICATIONS
· Proven history of working effectively in hectic healthcare environments

· Excellent working knowledge of the medical terms and practices

· Experience working with various forms of billing and bookkeeping software

WORK HISTORY
March 2021 – Present, John Dixon, M.D., Drytown, CA
Medical Assistant
· Record patients' medical history and test results in records

· Clean treatment rooms after use and prepare them for patient examinations

· Measure vital signs, weight, and height of patients.

· Provide prescription information to pharmacies and authorize refills of drugs

January 2019 – March 2021, Drytown Medical Center, Drytown, CA
Front Office Receptionist
· Checked-in incoming patients

· Answered phones and scheduled appointments

· Verified insurance of patients

EDUCATION
· Diploma in Medical Administration, 2021
VOLUNTEERING
· Children’s Hospital, November 2021 – June 2022
SKILLS
· Excellent verbal and written communication skills

· Proficient in various Billing and Bookkeeping software programs

· Outstanding organization

 

