KHADIJAH MURARSHEED

5910 N. Kimball Chicago, IL. 60659
Cell (872)223-0739 e-mail: ksheed1962@yahoo.com

SUMMARY:  Career focused.
 

Skills: Microsoft Office Suite 2000-2007:  Typing speed 35-45 wpm. 
EDUCATION & TRAINING:
SANFORD BROWN COLLEGE/SKOKIE, IL 

JUNE 2011-Present 

PATIENT CARE/DIALYSIS TECHNICIAN

Setting up Phoenix Hem dialysis equipment, blood pressure readings and vital signs, explained the importance of nutrition, monitor and discontinue dialysis treatments, priming of dialyzers including all safety checks related to the reuse of dialyzers. Cleaning of dialysis machines, patient chairs and other ancillary equipment as needed
EDUCATION DIRECT/ PENN FOSTER COLLEGE /SCRANTON PA 
MAY 2006-2007
HEALTH INFORMATION TECHNOLOGY

Organize and evaluates patient records for accuracy and completeness.  Ensure diagnoses and procedures are coded correctly. Tabulate and analyze patient data.
EMPLOYMENT:

APRIL /2010-MAY 2011/ LIVE-WORK CONNET AND SELL CORPORATION / 1825 S. Grant Street, Suite 635 San Mateo, CA 94402-7020 PHONE ADMINISTRATOR:  Connections of all Conference calls via intranet for Account Executive.
MARCH/2004-PRESENT/ DEPARTMENT OF HUMAN SERVICE, OFFICE OF REHAB /6200 N. HIAWHATH CHICAGO, IL, 60646
ASSISTANT: Setting up schedules, administrating all medicine, maintaining personal records, handle inbound and outbound calls, manage and balanced funds.
MARCH/2003-MAY/2004 ALTA MORTGAGE CORPORATION/ 4940 N. LINCOLN AVE. CHICAGO, ILL.  60620
CUSTOMER SERVICE SALES/ LOAN OFFICER ASSISTANT: Customer service of all refinancing needs via cold calling; collecting all information pertaining to mortgage applications.  Maintaining and organizing the databases for new prospects. Entered applications, assisted the Loan Officer with pulling credit reports for prequalifying needs.
JAN/2001-MARCH/2003 MIDLAND MERCURY FINANCE CORPORATION/ 7300 N. WESTERN, CHICAGO, ILL.  60645
COLLECTOR /ACCOUNT REPRESENTATIVE: Recovered past due debts, responded to all customer complaints via in-bound and out-bound calls. Skip tracing by use of credit reports, repossessions, and rewrites. 

APRIL 1998-DECEMBER/1998 PAIGE PERSONELL SERVICES/SKOKIE, ILL.  60076       

CUSTOMER SERVICE REP/OFFICE MANAGER: Entered all work orders into the computer for the unit owners. Replicated all work via internet to the corporate office, typed correspondence for the liaison committee Communicated with vendors to make sure that all the work orders were carried out in a timely manner. 

 
