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	Professional Summary
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· Versatile Transcriptionist, familiar with operating under demanding schedules and recognized for creating engaging content. Bringing 6 years of experience.

· Create accurate transcripts.

· Experience in handling transcription files such as audio interviews, general, focus groups, messages, corporate videos, conference calls, market research, academic files, memos, business meetings, legal files among other transcription files.

· To seek and maintain full-time position that offers professional challenges utilizing interpersonal skills, excellent time management and problem-solving skills.

· Organized and dependable candidate successful at managing multiple priorities with a positive attitude. Willingness to take on added responsibilities to meet team goals.



	Skills
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	· Attention to Detail
· High typing speed
· Proficient with research
· Expert in word and transcription software
· English Language Structure
· Information Gathering
· Accurate in grammar and spelling
· Great listening skills
· Proofreading with maximum accuracy
· Editing and reviewing
	· Work Prioritization
· Originality and Creativity
· Grammar Comprehension
· Research and Interviews
· Decision Making
· [bookmark: _GoBack]Speech Writing






	Work History
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08/2018 - 07/2023
Transcriptionist/Reviewer
Verbit, Remote, Remote
· Reviewed and corrected all jobs assigned to me on time.
· Scheduled and tracked deadlines of multiple active transcripts.
· Transcribed sensitive documents with complete confidentiality.
· Performed freelance work with flexibility to meet employer-set deadlines.
· Edited drafts created from speech recognition software.
· Thoroughly researched newly identified diagnoses and/or medical procedures to expand skills and knowledge.
· Determined information to be included in reports.
· Carried out day-day-day duties accurately and efficiently.
· Worked flexible hours; night, weekend, and holiday shifts.
· Used critical thinking to break down problems, evaluate solutions and make decisions.
· Proved successful working within tight deadlines and fast-paced atmosphere.
01/2016 - 07/2018
Transcript Editor
Rev, Remote, Remote
· Prepared, rewrote and edited pieces to improve readability and impact.
· Reviewed articles for grammar, spelling, punctuation, syntax, accuracy and compliance with quality standards.
· Determined readiness of written pieces, made changes and approved final versions for publication.
· Devised attention-grabbing headlines and summaries for articles.
· Reviewed reports and recommended changes to improve copy flow.
· Edited existing PowerPoint slides to enhance corporate message.



	Education
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	01/2017
	Bachelor of Life Science, Maseno University , Kenya
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