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EDUCATION
Medical Office Administration Diploma (Expected 2027)
Durham College
• Honor Roll
Medical Laboratory Technician/Assistant Diploma (2023)
Algonquin Careers Academy
Bachelor of Arts, History and Theory of Art (2016)
University of Ottawa
CORE COMPETENCIES	
• Bilingual (English/French)
• Medical Terminology & Transcription
• Electronic Medical Records (EPIC, Accuro, Dovetale)
• Patient Registration & Scheduling
• Records & Database Management
• Calendar Coordination & Administrative Support
• Confidential Information Handling
• Customer Service & Conflict Resolution
• Microsoft Office Suite (Word, Excel, PowerPoint)
• CPR/Standard First Aid & Mental Health First Aid
PROFESSIONAL EXPERIENCE
Night Auditor / Bartender
Alt Hotel, Ottawa, ON | 2022–2023
• Managed front desk operations while delivering exceptional guest service.
• Processed payments, reconciled accounts, and prepared daily financial reports.
• Responded to inquiries, resolved concerns, and maintained hotel security.
• Maintained accurate records and supported smooth overnight operations.
Document Control Specialist / Front Desk Receptionist
Claims Analyst
Epiq Legal Services, Ottawa, ON | 2020–2022
• Maintained confidential records and documentation with a high degree of accuracy.
• Coordinated calendars, meetings, correspondence, and office operations.
• Responded to high-volume inquiries and escalated concerns professionally.
• Developed bilingual training materials and assisted in onboarding 100+ employees.



E-Commerce Customer Service Representative
Costco Wholesale, Ottawa, ON | 2018–2020
• Assisted customers via phone and email regarding orders and account inquiries.
• Resolved customer concerns while adhering to privacy and company policies.
• Maintained detailed records and supported training of new employees.
CLINICAL PLACEMENTS
Medical Office Administration Placement
St. Joseph's Hospital, Hamilton, ON | 2027
• Registered patients and responded to inquiries in accordance with hospital policies.
• Scheduled physicians, clinics, procedures, and meetings.
• Maintained medical records using EPIC and Dovetale.
• Transcribed medical documentation and processed clinical billing.
Medical Laboratory Technician/Assistant Placement
LifeLabs, Ottawa, ON | 2023
• Collected and verified patient information and completed data entry.
• Performed phlebotomy, ECG tracings, and Holter monitor procedures.
• Processed specimens and maintained confidentiality of patient information.
• Completed documentation for specialized testing procedures.
Medical Laboratory Technician/Assistant Placement
The Ottawa Hospital, Ottawa, ON | 2023
• Received, accessioned, and prepared specimens for diagnostic testing.
• Identified unsuitable specimens and ensured quality standards were met.
• Followed WHMIS, TDG, and laboratory safety protocols.
• Supported efficient laboratory operations through accurate documentation.

