Aisha Patel

Medical Administrative Assistant

& aisha.patel@gmail.com

% (312) 555-0176

© Chicago, IL

i@ linkedin.com/in/aishapatel-cmaa

Skills

e Electronic Medical Records (EMRs)
e Medical Terminology

e Patient Scheduling

e Medical Billing and Coding

e Communication and Interpersonal
NS

e Time Management and
Organization

¢ Microsoft Office Suite

Education

Associate of Applied Science
May 2018

Springfield Community College
Springfield, IL

Medical Administration

GPA: 3.5/4.0

Summary

Dedicated and detail-oriented Medical Administrative
Assistant with 5+ years of experience in medical offices,
hospitals, and clinics, possessing a strong background in
patient care, medical records management, and administrative
support.

Experience

Medical Administrative Assistant Jan 2020 - Present

Advocate Aurora Health Chicago, IL

Provide administrative support to medical staff, manage patient
records, and coordinate appointments, resulting in a 25% increase in
patient satisfaction and a 30% reduction in wait times.

¢ Managed and maintained accurate patient records in Epic EHR for
150+ daily patient visits, ensuring 100% HIPAA compliance

e Coordinated appointment scheduling across 8 providers, reducing
no-show rate from 18% to 11% via automated SMS reminders

e Processed insurance verifications and prior authorizations,
contributing to a 22% decrease in claim denial rate

¢ Handled patient inquiries and escalations, maintaining a 96%
patient satisfaction score on Press Ganey surveys

Medical Office Assistant

Northwestern Medicine

Assisted medical staff with patient care, prepared medical
documents, and maintained office supplies, contributing to a 20%
increase in office efficiency and a 15% reduction in costs.

e Prepared and maintained medical documents including charts,
records, and lab result correspondence for 80+ patients daily

e Assisted clinical staff with patient intake, reducing average check-
in time by 4 minutes per patient

e Managed office supply procurement, negotiating vendor pricing
that saved $8,400 annually

Jun 2018 - Dec 2019
Chicago, IL



