JOSEPHINE MURCIA

3711 Corta Calle<>Pasadena, CA 91107


Tel. (626) 485-7387<>Fax (626) 568-9349<>Pgr. (626) 932-7349


OBJECTIVE












To pursue a career in Medical and Legal Interpretation. Currently pursuing California State Legal Certification.

EXPERIENCE













08/2001 - Present


INTERPRETER

Los Angeles County Superior Court, Los Angeles CA


9/2001 – Present


INTERPRETER


Freelance work around Southern California Region

06/2000 – 9/2001


INTERPRETER


Language Lines, 1 Lower Ragsdale Dr., Monterey, CA  

· Medical, Emergency (911), Financial, Utility Companies, Insurance Companies, Airline and Coast Guard Telephone Calls Translated. Calls ranged from both within Continental USA as well as International Borders.

· Earned Certificate of Commendation for Excellence in Performance

· Completed Certification of Finance Interpretation Training Program
06/1998 – 12/1999

MEDICAL OFFICE MANAGER
Multi-care Medical Center of East Los Angeles, 6007 Whittier Blvd., Los Angeles, CA

· Managed Heavy Load of Worker’s Compensation Cases

· Worked Closely with the Primary Treating Physicians and Orthopedists
· Interviewed Patients for Medical History (Cases)
· Interpreted for PTP and Orthopedists
· Developed Attorney and Outside Physician Relations
5/1990 – 9/1998

MEDICAL OFFICE MANAGER

Jason Boutros, M.D., Inc., 2750 E. Washington Blvd., Pasadena, CA

· Responsible for All Aspects of HMO and Insurance Contracting

· Prepared Multiple Sites for DHS Review

· Charting and Documentation

· Physician Credentialing for All 12 Sites

· Workers Compensation Billing and Processing

· Billing: Medi-Care, Medi-Cal, Private Insurance and HMO’s

· Oversaw Personnel

1/1990 – 1/1994

EMERGENCY ROOM ADMIT SECRETARY
Santa Teresita Hospital, 1210 Royal Oaks Dr., Duarte, CA

· Patient Registration

· Data Entry

· Obtained HMO Authorizations for Patient Evaluations
9/1988 – 3/1990

MEDICAL OFFICE MANAGER

Alberto Jimeno, M.D., Inc. 2010 Whittier Blvd., East Los Angeles, CA

· Responsible for All Administrative Duties

· Computerized Billing and Processing

· Assisted with Patient Care 

· Oversaw Personnel
5/1979 – 9/1988

MEDICAL OFFICE MANAGER

Abdul Rahman and Maher Hathout, M.D.’s, Pasadena, CA

· Worked Closely with the Physicians Providing Patient Care
· Billing and Bookkeeping
· All Administrative Duties
2/1975 – 5/1979

MEDICAL OFFICE MANAGER

Dan W. Green, M.D., Inc., 1513 W. Temple Street, Los Angeles, CA

· Provided Physical Therapy to Patients under RPT Supervision

· Bookkeeping

· Took Musculoskeletal X-rays Under Dr. Supervision

· All Administrative Duties

EDUCATION














1/2000 – 12/2000



Southern Cal School of Interpretation, Santa Fe Springs, CA

· Earned Medical and Court Interpretation Certificate

5/1995 – 7/1995

California Council of Forensic and Handwriting Examiners

· Completed 20 hour Course in Forensic Documentation Examination
(Date Available Upon Request)

American School of X-Rays, Torrance, CA

· Completed X-Ray Technician Courses
(Date Available Upon Request)

Bryman’s Schools, Los Angeles, CA

· Completed Medical Assistant Courses
(Date Available Upon Request)

Pasadena City College, Pasadena, CA

· Limited Business Administration Courses Completed in Shorthand and Accounting
(Date Available Upon Request)

Blair High School, Pasadena, CA

· General Education Requirements Completed

· Earned Scholarship for Business Administration

HOBBIES AND INTERESTS











General Reading, Bible reading and studying, Gardening, Animal Care, Computers

SUMMARY OF SKILLS











Administrative Skills: Billing, Bookkeeping, Computer Processing, Transcriptions and Shorthand



Medical Skill: Vital Signs, EKG’s, Venipuncture, Administration of Injections, Physical Therapy, 


          and Assisting in Minor Surgical Procedures

REFERENCES













(Available Upon Request) 
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