MARK J. BAXTER

3618 Telegraph Avenue, #7, Oakland, CA 94609

Phone: (610) 453-7691

Markbaxter38@gmail.com
OBJECTIVE: Customer Service
Skills and Qualifications
· Excellent writing, telephone and social skills

· Highly developed listening skills

· Extremely curious and able to learn new material quickly

· High degree of empathy

· Comfortable and calm in high-stress situations

· Intuitive thinker and creative problem-solver

· Comfortable assisting other sin troubleshooting and solving problems
· Expert grasp of English grammar, sentence structure and vocabulary
· Knowledge of PC-based hardware and software, including DOS, Windows, WordPerfect, MS-     

                Word, Internet, Explorer, Outlook and Outlook Express

· Knowledge of various web-based applications, instant messaging and file sharing utilities

· Knowledge of networks
· Typing speed of 130-150 WPM
· Able to make fire by friction, build a shelter and find food and water

· Excellent guitar player, with emphasis on the performance, arrangement and recording of original compositions.
WORK EXPERIENCE

Medical transcriptionist 1995-2007
Medical Transcription Corp, Reading, MA 
E-Tranz Corporation, Lawrenceville, GA 
· Psychiatric and general practice medical reports

· Specialties include:  OB/GYN, rheumatology, orthopedics, cardiology, GE, renal, GI, GU, neurology & urology.
· Responsible for the coherence, correct grammar, proper punctuation and spelling of medical reports

· Responsible for management of work received in digital format, transmitting finished work via the Internet back to the home office, personal financial and invoice record-keeping, and submission to payroll
· Available on-call in both salaried and independently contracted capacity when work demanded

· Telecommuting environment, often 50-60 hours per week

· Responsible for home-based independent contract, including flexible hours as demanded by work load, as well as invoices and equipment maintenance
· Directly accountable for the timely and accurate transcription of medical documents, including correct English grammar.
· HIPPA compliant

EDUCATION

Dartmouth College, Hanover, New Hampshire

· Bachelor of Arts in English, Strong study emphasis on education and computer science 

Tom Brown, Jr.'s Tracker School Standard Wilderness Survival Class
Health Professions Institute "SUM" medical transcription training course
