1Keyrsten Knight

7458 Mesa Maple Dr.
West Jordan, Utah 84081

801-703-7138

kmknight321@gmail.com
OBJECTIVE

I am currently a full-time medical assistant looking for additional part-time work (nights and weekends) in a medical setting.
EDUCATION



2008 - 2011 


08/2010 – 05/2011


06/2011-05/2013
                Copper Hills High School
  Jordan Applied Technology Center
  Salt Lake Community College
West Jordan, Utah            
West Jordan, Utah


West Jordan, Utah
WORK EXPERIENCE

November 2011-Current




Granger Pain and Spine



Medical Assistant




West Jordan, Utah




Responsibilities




- Patient care




-Scheduling





- Patient phone calls





- Electronic charting/ physician dictation





- Prior Authorizations (procedure/medication/imaging)





- Pre- op, post-op for procedures





- Referrals





- IVs



September 2011-December 2011

            Altus Retirement Services, LLC




Office Assistant





Taylorsville, Utah




Responsibilities





-Data input





- Spreadsheets





- Running Errands





- Faxing





- Copying





- Answering phones





- Ordering supplies





- Supply inventory

March 2011-May 2011 




Cottonwood Family Practice



Medical Assistant (student)



Salt Lake City, Utah




Responsibilities





-Take patients back


-Message log





-Take vital signs


-Call in/fax prescriptions





-Injections


- Data entry





-Blood draws


-Urinalysis





-Electronic charting


-Some paper charting

January 2011-December 2012



Comfort Inn & Suites



Guest Service Agent




Woods Cross, Utah




Responsibilities





- Check guests in and out





- Make reservations





- Provide customer service





- Laundry





-Answer telephone





- Hiring





-Employee scheduling



January 2011- September 2011



Far East Fitness



Counselor





Cottonwood Heights, Utah




Responsibilities





- Childcare





- After school pick-up





- Planning activities





- Opening/Closing studio



August 2009 – September 2010



Aeropostale   



Sales Associate





West Jordan, Utah




Responsibilities 





-Providing quality customer service 




-Greeting customers




-Answering phones





-Cashier






-Maintaining neatness
QUALIFICATIONS/SKILLS



- Typing 65 wpm



- Taking vital signs



- Great customer service 


- Administering medication



- Computer programs such as

- Patient charting

 Power Point, Excel and Word
- Filing



- Problem solving 



- Urinalysis

 

- Strong communication


- Calling in prescriptions



- Self Motivated



- Organized



- Detail oriented 



- Venipuncture



- Very dependable


- Medical Terminology

- Multi-tasking



- Data Input

  (References upon request)

