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[bookmark: _GoBack]PERSONAL DATA: 
Name: Amelia Gacula Eteng
Address: Tamurong 2nd, Candon City, Ilocos Sur
Birthday: December 1, 1977
Age: 43
Gender: Female
Citizenship: Filipino
Status: Married

EDUCATION:
University of Northern Philippines, Candon Branch- Candon City, Ilocos Sur
Course: Bachelor of Science in Accountancy
Year Graduated: 1998

Caregiver Course: Primacare – Candon City, Ilocos Sur
Year Completed: 2004

ELIGIBILITY:
*Career Service Professional, Passed
*Career Service Subprofessional, Passed
*International Classification of Diseases Version 10 Coder, Passed

WORK HISTORY:
CITY OF CANDON HOSPITAL, Candon City, Ilocos Sur- April 2007- present
Medical Records Officer IV

JOB DESCRIPTIONS:
*Preparation of Birth and Death Certificates
*Preparation of Medical Certificates   
* ICD Coding version 10
*Review medical records for completion and accuracy
*Locate, sign out, and deliver medical records requested by facility departments
*Operate computer to enter data using Bizbox Hospital Information System, retrieve correspondence      
          and transcription reports
*Preparation of Annual Hospital Statistical Reports
*Released information to persons or agencies according to regulations



SKILLS:
*Certified ICD Coder version 10
*Legible handwriting, knowledge of medical terminology, and ability to enter data on computer
*Strong attention to detail
*Ability to learn to utilize various types of electronic and/or manual recording and information systems
*Good organization skills, self-starter, demonstrates initiative
*Ability to communicate clearly and effectively
*Ability to promote positive relationships with patients and staff
*Ability to use time wisely in preparing work area to meet high-paced demand
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