MARGRET MUTHONI
margretmuthoni80@gmail.com
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.
SKILLS

Industry Knowledge: Administrative Assistance, Data Entry, Online Research, Task Management, Internet Research, Social Networking.
Technical Skills: Microsoft Office Suite, Google Docs, Facebook, Twitter, LinkedIn, Skype.
Soft Skills: Time Management, Multi-Tasking, Customer Service, Problem Solving, Teamwork, Organization.
WORK EXPERIENCE

Transcriber at Speechpad- September 2015 to Date

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

Flagging charts that are dictated in the incorrect pool for the supervisor so they can be moved to the portal.

Subtitler/Transcriptionist at Amberscript- September 2022- 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.

Translated French speeches and conversations to English in real-time, ensuing message content, style and context were correct.

Closed Captioning Transcriptionist Rev - September 2018- December 2021

Researching to solve spelling and grammatical problems

Transcribing for closed captioning

The flexibility and composure to perform under constant deadline pressure

Upholding established protocols and style guidelines

Striving to meet or exceed daily work expectations

Prioritizing duties in order to meet deadlines promptly

