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	Professional Summary
Self-driven  and dedicated Transcriptionist with over 5 years experience skilled in accurate and timely project completion. Exceptional at translating voice recordings, conversations or presentation to written form.
 Self-motivated and talented at organization and time management.
Organized and dependable candidate successful at managing multiple priorities with a positive attitude. Willingness to take on added responsibilities to meet team goals.
Efficient Transcriptionist professional with history of meeting company goals utilizing consistent and organized practices. Skilled in working under pressure and adapting to new situations and challenges to best enhance the organizational brand.
Work History
3PLAY MEDIA- Subtitler\ Transcriber \ Reviewer 
01/2021 - Current
· Followed all company policies and procedures to deliver quality work.
· Attended training programs to deepen professional skillset and assisted in training fellow store associates on existing and new training programs.
· Used headsets and transcribing software to take dictation of medical documents.
· Met all confidentiality guidelines as directed by company.
· Followed up with supervisor to confirm accuracy of reports.
· Listened to recorded dictation and transcribed information.
· Performed QA metrics, productivity metrics and daily reviews of post-QA reports adhering to transcription quality assurance standards.
· Maintained logs of incoming dictation projects and transcription records.
· Reviewed and edited transcribed reports and corrected material for spelling, grammar and clarity.
· Reviewed completed reports for proper formatting, grammar and sentence structure.
· Independently contracted, working through and online portal.
· Edited drafts created from speech recognition software.
· Performed freelance work with flexibility to meet employer-set deadlines.
· Thoroughly researched newly identified diagnoses and/or medical procedures to expand skills and knowledge.
· Transcribed sensitive documents with complete confidentiality.
VERBIT.AI - Transcript Editor/ Reviewer 
02/2017 - Current
· Determined readiness of written pieces, made changes and approved final versions for publication.
· Reviewed articles for grammar, spelling, punctuation, syntax, accuracy and compliance with quality standards.
· Communicated directly with writers to collaboratively assess work and guide editorial improvements.
· Proofread, edited, and evaluated final copy to verify content aligned with established guidelines.
· Prepared, rewrote and edited pieces to improve readability and impact.
· Checked reference sources to verify dates, facts and statistics.
Customer Service Experts Reading - Customer Service Agent, Remote 
04/2020 - 01/2022
· Entered customer interaction details in sales system to track requests, document problems and record solutions offered.
· Communicated with clients regarding account services, statements, and balances.
· Provided primary customer support to internal and external customers.
· Recommended products to customers and suggested other options if preferred product was unavailable.
· Researched and evaluated suppliers and vendors based on quality, price, selection, availability and distribution capabilities.
· Evaluated customer information to explore issues, develop potential solutions and maintain high-quality service.
· Educated customers on company systems, form completion and access to services.
· Helped large volume of customers every day with positive attitude and focus on customer satisfaction.
· Applied strong communication and negotiation skills regarding refunds and merchandise exchanges.
· Demonstrated high attention to detail, organization and management of multiple tasks and projects simultaneously.
· Contacted customers to return routine and general calls promptly.
· Addressed escalated customer service issues sent from sales and service teams to save customer relationships.
· Facilitated communications through management of inbound and outbound customer calls.
· Sought out extra training opportunities to enhance customer relationship management abilities.
· Achieved high satisfaction rating through proactive one-call resolutions of customer issues.


DATAGAIN - Freelance Transcriptionist/ QA/Reviewer 
03/2018 - 08/2020
· Returned printed and electronic form dictated reports for physician's review, signature and corrections.
· Used headsets and transcribing software to take dictation of medical documents.
· Performed freelance work with flexibility to meet employer-set deadlines.
· Transcribed sensitive documents with complete confidentiality.
· Edited drafts created from speech recognition software.
· Independently contracted, working through and online portal.
· Reviewed and edited transcribed reports and corrected material for spelling, grammar and clarity.
· Tracked and documented processes, communications and report status to remain organized and meet deadlines.
· Translated medical jargon and abbreviations into expanded forms to verify accuracy of patient and health care facility records.
· Reviewed completed reports for proper formatting, grammar and sentence structure.
· Performed QA metrics, productivity metrics and daily reviews of post-QA reports adhering to transcription quality assurance standards.
GO TRANSCRIPT - Transcriber/ Subtitler/ Editor 
02/2017 - 03/2019
· Scanned and filed medical records in alphabetical order to maintain organized and up-to-date filing system.
· Verified signatures and checked medical charts for accuracy and completion.
· Used headsets and transcribing software to take dictation of medical documents.
· Transcribed court documents and records to enhance traceability and overall organization.
· Met all confidentiality guidelines as directed by company.
· Translated abbreviations and jargon into long form during transcription process.
· Performed QA metrics, productivity metrics and daily reviews of post-QA reports adhering to transcription quality assurance standards.
· Transcribed sensitive documents with complete confidentiality.
· Edited drafts created from speech recognition software.
· Independently contracted, working through and online portal.
· Performed freelance work with flexibility to meet employer-set deadlines.
Agile Customer Service - Customer Service Agent, Remote 
05/2018 - 03/2022
· Communicated with clients regarding account services, statements, and balances.
· Entered customer interaction details in sales system to track requests, document problems, and record solutions offered.
· Responded to customer calls and emails to answer questions about products and services.
· Educated customers on company systems, form completion and access to services.
· Conferred with management and vendors to discuss defective and unacceptable services and determine corrective action.
· Demonstrated high attention to detail, organization, and management of multiple tasks and projects simultaneously.
· Demonstrated high attention to detail, organization and management of multiple tasks and projects simultaneously.
· Applied strong communication and negotiation skills regarding refunds and merchandise exchanges.
· Contacted customers to return routine and general calls promptly.
· Researched and evaluated suppliers and vendors based on quality, price, selection, availability and distribution capabilities.
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Skills
· Transcription
· Time management
· Draft editing
· Research and data analysis
· Flexible and Adaptable
· Multitasking Abilities
· Attention to Detail
· Grammar Comprehension
· Verbal and Written Communication
· Proofreading and Editing
· Microsoft Office
· Dependability and Cooperation
· Deadline Attainment
· Accurate and detailed
· Quality Assurance
· Self-Motivated
· Fast typing
· Customer Satisfaction
· Excellent listening abilities
· Empathetic and Courteous
Education
12/2021 
Kenyatta University 
Nairobi
Bachelors Degree in Environmental Science
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