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Laura Byrne
	Objective
	My objective is to obtain a career either part-time or full-time within the medical transcription/medical records field. 

	Skills
	Typing speed: 100wpm+. Excellent grammar and spelling. Proficient interpersonal skills (telephone, in person, in writing). A good ability to communicate information through writing and verbal conversations. Quick learner. Self-motivated. Task-orientated. I am also knowledgeable in a broad range of dictation forms which include surgical, SOAP notes, discharge summaries, operative reports, clinic notes, history and physicals, and consultation reports. I’m proficient in running Express Scribe, MSWord, Adobe Photoshop, Adobe PageMaker, Adobe Reader, Firefox internet browser, MSN, Lavasoft Ad-aware, Spybot Search & Destroy, and basic HTML formatting. 

	

	

	Work History
	2004-Present
Tranquille Day Care
Kamloops, BC

Secretary/Back-up Child Care Provider

· Writing out contracts, registration forms, etc. 

· Taking phone calls and messages.

· General Child Care responsibilities, i.e.: changing diapers, bathing, feeding.

	Education

	Sept.2004-Jan.2006         The Virtual Learning Center  

                             143 Main St. East, Hamilton, ON L8N IG4

· Advanced Medical Transcription Certificate

· 91% overall average.

· Broad range of terminology and dictated reports.

2001-2004                        Sa-Hali Secondary School                Kamloops, BC

· Grade 12 Diploma



	References
	Available upon request. 


