Mirjam Graham

4670 Thorman Ave NE

Keizer, OR 97303

cell 503 884 2082 – mir@famdahl.no
PROFILE
Professionally qualified medical assistant with seven years experience in the medical field. Accomplished in several areas related to assisting medical specialists, ranging from patient communication and assisting doctors to transcription, bookkeeping and basic secretary and computer related work.


Volunteer worker for my church for two years. Worked as a claims analyst since Oct 4th 06. Lived in the US since July 05, permanent resident since May 06.

RELEVANT EXPERIENCE

Oct 2006 – July 2007
Claims analyst

Regence BCBSO

Salem, Oregon

Processing insurance claims for customers like physicians, physical therapists, hospitals etc., also handling crossover claims from Medicare.

Sept 1997 –
Medical Assistant
Aug 2004
Omnia Medical Center


Kristiansand, Norway

Managed the reception desk and computer network in a specialist medical center with 10 different medical specialists and 14 employees.

Handled all incoming phone calls for the company.

Assisted several cardiologists with EKG and treadmill EKG. Measuring of blood pressure and lung flowmetry.

Assisted several medical specialists within different medical fields, such as neurology, cardiology, ear-nose-throat, pediatrics, gastroenterology, rheumatology, urology, gynecology, internal medicine and orthopedic surgery. My job consisted of transcription, scheduling appointments, bookkeeping and monthly billings.

EDUCATION


Aug 1994 –
Kvadraturen videregaaende skole (high school)

June 1997
Kristiansand, Norway

Medical assistant (helsesekretaer).

Three-year education, includes extensive knowledge of the most common diseases and community health problems as well as the social and medical system of the country. The goal of the education is for every student to be able to build up, run and assist in a doctor’s office in a professional, ergonomically and safe manner. Standard procedures, tests, bookkeeping and patient communication in a doctor’s office are some of the skills included.

Trained in 3 different medical computer systems: Profdoc, Infodoc and WinMed.

This education also includes field training, both in a hospital and a primary care office.

OTHER EXPERIENCE

July 2005 –
Painter/group leader
March 2006
Salem Fellowship


Macleay Christian Retreat, Salem

Managed a team of up to 6 volunteer painters as a volunteer worker for Salem Fellowship. Background: Extension of and building new buildings at the church property.


Duties: Planning and supervising painting of buildings both exterior and interior. Estimate and buy paint and paint supplies. Work with our supervisor to fulfill deadlines and correct/instruct our volunteer workers. Make sure to follow deadlines and cooperate with the general contractor and volunteer and hired carpenters, plumbers, masons, tilers and electricians so as to work together in the same area without going in each other's way.
Sept 2004 –
Painter/group leader

June 2005
Brunstad Christian Church

Stokke, Norway
Managed a team of 15 painters as a volunteer for Brunstad Christian Church. Background: An extensive building project of their international conference center, frame of costs: $100 million.

Communicated with most of the 400 volunteer workers from all over the world who participated in the project.


Duties: Planning and supervising painting of buildings both exterior and


interior. Estimate and order paint and paint supplies. Work with our


supervisor to fulfill deadlines and correct/instruct our volunteer workers.


Make sure to
follow deadlines and cooperate with volunteer carpenters,


plumbers, masons, gardeners and electricians so as to work together in the


same area without going in each other's way.
SKILLS


· Strong interpersonal and co-working skills

· Excellent typing speed and skills 

· Fast learner

· Positive attitude

· Mother tongue Norwegian, but speak fluent English

REFERENCES

Available upon request

