
MARGRET MUTHONI
NAIROBI, KENYA
PROFESSIONAL SUMMARY
Seasoned administrative professional with a decade of experience providing support to executives in a wide range of industries. Proven ability to take on complex projects, manage multiple tasks simultaneously, and prioritize work to meet deadlines. seeks a remote opportunity that will allow her to use her skills to help a company grow.
WORK EXPERIENCE
[bookmark: _GoBack]General Transcriptionist at AI-Media- 09-2015 to September 2022
· Clarifies unclear or incomplete documentation and flags report requiring the attention of the supervisor or provider
· Utilizes reference materials appropriately to facilitate the accuracy, clarity, and completeness of reports
· Ensures all reports meet department quality assurance 
· expectations such that all reports include patient’s name, medical record number, dates of service, physician initials, transcriptionist’s initials, date of dictation
· Compiles with policies and procedures related to medical/legal matters including confidentiality, amendment of medical records, the release of information, patient’s rights, medical records as legal evidence, etc
· Informing the Team Lead when there are questions and inconsistencies in the dictated language that require assistance with correction
Contact: margretmuthoni80@gmail.com

Subtitler/Transcriptionist at Amberscript- 09-2022 to Date
· Proofread materials to promote proper grammar, spelling and sentence structure.
· Converted scripts into other languages to preserve meaning and context.
· Translated speeches to achieve correct messaging, style and context.
· Translated technical, medical and legal documents with precision.
· Carefully reviewed completed translations to identify and correct errors or conflicts in the information.
SKILLS
· Transcription preparation
· Error correction
· Analytical thinking
· Proofreading and editing
· Creative thinking
· File correction
· Excellent grammar
· Microsoft word
EDUCATION
Bachelor of Science: Business Administration- 04-2009 to 11-2013
Technical University of Kenya- Nairobi, Kenya




