
Ashley Hamilton
Southeast Hospital Unit Secretary
US
ashleyhamilton52_4yh@indeedemail.com
+1 314 717 2300

To farther my career in the medical field. My office procedures, human relation skills, as well as my 
organization, patience, self- motivation, dependability, ambitiousness, will benefit your company

Work Experience

Unit Secretary
Southeast Hospital
June 2019 to Present

Check patients into hospital. Make calls for Doctors and Nurse
Practitioners. Admit patients to the hospital or discharge patients. Fax
papers, scan papers, copy papers. Get necessary information from incoming ambulances. Announce
arrivals overhead and refill supplies and clean break room.

CNA
Visiting Angels
February 2017 to June 2019

Travel to clients home taking care of their daily activity needs. Provide
companionship, run errands, clean house, and cook, and checking vitals.

CNA - Certified Nursing Assistant
Cooperative Home Care
June 2016 to February 2018

Travel to different clients home helping them with their ADL's. Providing
some hospice care and running errands.

CNA
BAYADA Home Health Care
October 2013 to February 2016

Travel to clients home perform hospice care. Take care of their daily
needs. Pass meds, check vitals, provide companionship.

Scheduler
Dr. Wit A. Jamry
June 2012 to September 2013

Map out plans for the Doctor and Nurse Practitioner for their home
visits. Confirm the home visits and sometimes ride along with Doctor during visits. File charts where he
visited and map out itinerary for next
day.



Security Secretary / Security Officer
Andy Frain Services
June 2010 to January 2012

Document all new hires information into the computer. Train new hires of their position and provide
safety and security of the building.

Education

Medical Office Administration
St. Louis College of Health Careers

Administrative Assistant
Hickey College

South County Technical High School

Skills

• Adding machine
• Copying
• Faxing
• Customer service
• Multi-phone
• Filing
• Billing
• Coding
• Cpr
• Cpr certified
• Medical terminology
• Hospice Care
• Hospital Experience
• Medical Office Experience
• Medical Receptionist
• Medical Coding

Certifications and Licenses

Security Guard

CNA

CPR Certification



Assessments

Verbal Communication — Proficient
September 2020

Speaking clearly, correctly, and concisely
Full results: Proficient

Customer Service — Proficient
August 2020

Identifying and resolving common customer issues
Full results: Proficient

Scheduling — Expert
October 2020

Cross-referencing agendas and itineraries to avoid scheduling conflicts
Full results: Expert

Medical Receptionist Skills — Expert
August 2020

Managing physician schedules and maintaining accurate patient records
Full results: Expert

Work Motivation — Completed
September 2020

Level of motivation and discipline applied toward work
Full results: Completed

Administrative Assistant/Receptionist — Highly Proficient
August 2020

Using basic scheduling and organizational skills in an office setting.
Full results: Highly Proficient

Electronic Health Records: Best Practices — Completed
August 2020

Knowledge of EHR data, associated privacy regulations, and best practices for EHR use
Full results: Completed

Veterinary Receptionist Skills — Highly Proficient
August 2020

Managing practitioner schedules and maintaining accurate patient records
Full results: Highly Proficient

Receptionist — Highly Proficient
August 2020

Using basic scheduling, attention to detail, and organizational skills in an office setting.
Full results: Highly Proficient

https://share.indeedassessments.com/attempts/13bd431611686fd97336face7b138d6aeed53dc074545cb7
https://share.indeedassessments.com/attempts/9b68effe8dc72b52552543addb17d75beed53dc074545cb7
https://share.indeedassessments.com/attempts/b040aa8db4a8f80831eae43ef8ca9b77eed53dc074545cb7
https://share.indeedassessments.com/attempts/3d87037d16c248e417f673467cb70299eed53dc074545cb7
https://share.indeedassessments.com/attempts/1f150bae9914cffdfaf26c8b09b71dfbeed53dc074545cb7
https://share.indeedassessments.com/attempts/6b611640784a892b127826631f122c7aeed53dc074545cb7
https://share.indeedassessments.com/attempts/aec955e0ef5b037b4c0c6dc258145d42eed53dc074545cb7
https://share.indeedassessments.com/attempts/0c524ac615a3877dad203eff8ed21ca8eed53dc074545cb7
https://share.indeedassessments.com/attempts/6bebceddcd130409b09df49323b12d6eeed53dc074545cb7


Data Entry: Attention to Detail — Expert
August 2020

Maintaining data integrity by detecting errors
Full results: Expert

Customer Focus & Orientation — Proficient
September 2020

Responding to customer situations with sensitivity
Full results: Proficient

Medical Billing — Familiar
October 2020

Understanding the procedures and forms used for medical billing.
Full results: Familiar

Administrative Assistant/Receptionist — Highly Proficient
October 2020

Using basic scheduling and organizational skills in an office setting
Full results: Highly Proficient

Receptionist — Expert
November 2020

Using basic scheduling, attention to detail, and organizational skills in an office setting.
Full results: Expert

Scheduling — Expert
October 2020

Cross-referencing agendas and itineraries to avoid scheduling conflicts
Full results: Expert

Administrative Assistant/Receptionist — Highly Proficient
October 2020

Using basic scheduling and organizational skills in an office setting
Full results: Highly Proficient

Customer Focus & Orientation — Proficient
September 2020

Responding to customer situations with sensitivity
Full results: Proficient

Data Entry: Accuracy — Highly Proficient
August 2020

Entering data quickly and accurately
Full results: Highly Proficient

Attention to Detail — Highly Proficient
November 2020

https://share.indeedassessments.com/attempts/26a4f2982c7b35934938c08ad9c7a9efeed53dc074545cb7
https://share.indeedassessments.com/attempts/b5147719dc10a79372e4aa1a49f0ec7eeed53dc074545cb7
https://share.indeedassessments.com/attempts/57eb68bb0ef3f5bed617dcc2877c74b8eed53dc074545cb7
https://share.indeedassessments.com/attempts/79432e2329fe9fcfadf4ad28d1e839e7eed53dc074545cb7
https://share.indeedassessments.com/attempts/f0869d129611b9a2d09341272c7f358eeed53dc074545cb7
https://share.indeedassessments.com/attempts/b040aa8db4a8f80831eae43ef8ca9b77eed53dc074545cb7
https://share.indeedassessments.com/attempts/79432e2329fe9fcfadf4ad28d1e839e7eed53dc074545cb7
https://share.indeedassessments.com/attempts/b5147719dc10a79372e4aa1a49f0ec7eeed53dc074545cb7
https://share.indeedassessments.com/attempts/c2ffa63449c76d65c504502f3ce30fd4eed53dc074545cb7


Identifying differences in materials, following instructions, and detecting details among distracting
information.
Full results: Highly Proficient

Administrative assistant/receptionist — Highly Proficient
October 2020

Using basic scheduling and organizational skills in an office setting
Full results: Highly Proficient

Customer focus & orientation — Proficient
September 2020

Responding to customer situations with sensitivity
Full results: Proficient

Attention to detail — Highly Proficient
December 2020

Identifying differences in materials, following instructions, and detecting details among distracting
information
Full results: Highly Proficient

Work style: Reliability — Highly Proficient
April 2021

Tendency to be reliable, dependable, and act with integrity at work
Full results: Highly Proficient

Customer service — Highly Proficient
April 2021

Identifying and resolving common customer issues
Full results: Highly Proficient

Attention to detail — Highly Proficient
December 2020

Identifying differences in materials, following instructions, and detecting details among distracting
information
Full results: Highly Proficient

Home health aide skills — Highly Proficient
April 2021

Providing care to patients in a home setting
Full results: Highly Proficient

Caregiver fit — Highly Proficient
April 2021

Measures the traits that are important for successful caregivers
Full results: Highly Proficient

Administrative assistant/receptionist — Highly Proficient
October 2020

https://share.indeedassessments.com/attempts/b75b165f4ec990b551b086843f0aee75eed53dc074545cb7
https://share.indeedassessments.com/attempts/79432e2329fe9fcfadf4ad28d1e839e7eed53dc074545cb7
https://share.indeedassessments.com/attempts/b5147719dc10a79372e4aa1a49f0ec7eeed53dc074545cb7
https://share.indeedassessments.com/attempts/bce21db3e101a2b9acd82d8a0b7bc39beed53dc074545cb7
https://share.indeedassessments.com/attempts/41daab0823b26cd74660f626989ebf1eeed53dc074545cb7
https://share.indeedassessments.com/attempts/58275f5c871ca160b030d450e8d48f7eeed53dc074545cb7
https://share.indeedassessments.com/attempts/bce21db3e101a2b9acd82d8a0b7bc39beed53dc074545cb7
https://share.indeedassessments.com/attempts/75d9c190ca0fcdaea5cb888cc8a0b35b
https://share.indeedassessments.com/attempts/5a9c7ff7ed2a8826f098260478cb8310eed53dc074545cb7


Using basic scheduling and organizational skills in an office setting
Full results: Highly Proficient

Indeed Assessments provides skills tests that are not indicative of a license or certification, or continued
development in any professional field.

Additional Information

Skills CPR certified 
Health Insurance Claim Forms 
Multi-Phone Line 
Medical Terminology 
Billing & Coding 
Customer Service 
Copying 
Faxing 
Filing 
10- key adding machine

https://share.indeedassessments.com/attempts/79432e2329fe9fcfadf4ad28d1e839e7eed53dc074545cb7

