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SHELBY ANN FLANN

1146 Susan Road

Columbia, SC  29210

(803) 665-9411

shelbycrfl@yahoo.com
EXPERIENCE:

      Medical Assistant to Pain Management Doctors 

      Palmetto Pain Management 

      January 7, 2020 to present

               RESPONSIBILITIES:

                      Triage of patients, working up new patients in exam rooms, preparing 

                      procedures in exam rooms, entering patients demographics in their EMR,

                      Entering patients medical exam in EMR, entering patients prescriptions 

                      In their EMR and printing them out, ordering procedures in the office, 

                      Ordering MRI's, Cat Scans, x'rays, physical therapy through Athena

                      medical system, patient cases(calling and speaking with patients in 

                      reference to their medication, appointments, or concerns), calling in 

                      opioid prescriptions to pharmacies, keeping medical closet stocked

                      and organized, phlebotomy, injections, collecting outside medical 

                      records and imaging, faxing orders, assisting physicians in exam 

                      rooms, obtaining patients DHEC record, back up to PA's medical 

                      assistant, cleaning and stocking exam rooms.

      Medical Assistant to Nurse Practitioners 

      Carolina Health Choice

      November 25, 2019-January 2020

      Part time only

              RESPONSIBILITIES:

                    Triage of patients, phlebotomy, injections, entering patients

                    Information into their EMR, entering prescriptions in their EMR and printing 

                    them, hooking patients up to Hako-Med Electrical Pro ELCDT 

                    using electrodes For neuropathy therapy and other types of therapy.

                    Applying tens units to patients to show patients how to do it

                    at home. Ultrasounds of the patella area, answering phones

                    back up to the front office check-in and also check out. Cleaning

                    and stocking exam rooms, drawing up medications for injections.

                    Ordering medical supplies and keeping drug closet stocked and cleaned.

                    Preparing Hazard material to be picked up.

     Home Health Aid/Personal Care Aid

     Private Home Care

     January 2014 until November 2019

                    I was a HHA/PCA to my mother since January 2014 due to her having

                    Multiple CVA'S, acute pancreatitis, and an infected gallbladder which

                    required her to have a cholycystectomy. During the time I took care of her

                    she had multiple CVA's, TIA's, and other medical conditions. I was in charge 

                    of her daily hygiene, and medical needs. I made all her doctor appointments, 

                    Physical, Occupational, and Speech therapy appointments. I made follow 

                    appointments for her PCP, Neurologist, and other physicians. I took her to

                    her appointments, made her daily meals, gave her, her medication, also 

                    making sure her meds were called into her pharmacy, giving baths, and 

                    taking care of any other hygiene. Staying with her while in the hospital.

Medical Assistant to OB/GYN

Southlake OB/GYN, Lexington, SC

November 1, 2005 – September 9, 2009

RESPONSIBILITIES:

Patient triage for workup

Assist doctors and nurse practitioners with procedures and in rooms

Giving injections

Phlebotomy

Laboratory workup for patients’ charts




Sending all medical records to Labor and Delivery




Ordering of all medical supplies




Ordering of all drug samples needed for office




Medical Coding using ICD-9 and CPT




Scheduling of outside venders and nurse appointments




Patient triage and prescription call-ins

Control of doctor’s transcriptions tapes

Accounts receivable

Medical Assistant to General Surgeon

Midtown Family Medicine, Columbia, SC

November 6, 2004 – June 18, 2005



RESPONSIBILITIES:

Patient triage for workup

Phlebotomy




Giving injections




Administering EKG’s, spirometry, breathing treatments




In charge of scheduling surgeries, colonoscopies, and EGD’s




Coordinating office notes and doctor’s surgery orders with the hospital




Coordinating patient hospital admittance as per doctor’s orders




Assist patients with concerns about surgeries, colonoscopies, and EGD’s




Insurance verification prior to beginning procedures

Medical coding using ICD-9 and CPT

Assist in maintaining charts from doctor’s dictation

Control of doctor’s transcription tapes

Scheduling of outside vendors and nurse appointments

Assist with patient prescription call-ins as needed

Front Office Medical Secretary


Columbia Medical Group, Columbia, SC


November 28, 2001 – June 26, 2004



RESPONSIBILITIES:



Training of front desk personnel




Patient check-in and check-out with insurance verification




Posting and collection of patient charges




Prepare daily reports showing charges and collections




Medical coding using ICD-9 and CPT




Scheduling of outside vendors and nurse appointments

Control of doctor’s transcription tapes




Assist with patient prescription call-ins as needed




Assist Medical Assistants in back




Phlebotomy




Giving injections




EDUCATION:


Midlands Technical College



Classes toward Registered Nursing Degree – August, 2006, - Present



Pre-nursing courses 
August, 1995 – November, 1995






August, 1991 – May, 1992


Pinnacle Management Seminar, Las Vegas, NV – January, 1994


Pinnacle Management Seminar, Tulsa, OK – August 1994


EMG Seminar, Columbia, SC – February, 1994


Chiropractic Assistant Certificate - 1993

Training by VA Hospital, Augusta, GA, for Physical and Occupational Therapy – 1990




Bowel care, diaper care



Quadriplegic daily hygiene care



How to lift disabled persons



Daily care for disabled person



Daily care of elderly patients


Training by VOC Rehab Center, West Columbia, SC



Physical and occupational therapy



Swimming pool therapy techniques for disabled persons

