
CISSY WHITMIRE

P.O BOX 765

HARDIN, TEXAS 77561

Phone: (936) 298-2616

Email: CisWhitmi@aol.com

OBJECTIVE: To be a contributing employee where my office skills and EMT skills can       

 be a factor in achieving company goals.

QUALIFICATIONS

 State certified EMT-B, CPR, Computer skills, Phones, faxes, copiers, e-mail, data entry, payroll,   accounts payable, accounts receivables, scheduling employee’s, meetings, business office manager, Human resource, Orientation of new employee’s, insurance verification, Medicare, Medicaid billing, etc.   

EDUCATION

2000-2001
State Certified EMT-B, Trinity Valley Community College

1986-1989
High School Diploma, Lumberton High School

EMPLOYMENT

2004
EMT-B, Liberty EMS

Working shift work on EMS unit in emergency and non emergency settings/ Transporting patients to hospitals, nursing homes, and residents. Maintain vital signs, basic assessments, assisting Paramedic in emergency and non-emergency settings. Office, answering phones, dispatching units on emergency and non-emergency calls. Reviewing patient care reports and documentation. 

2001-2003
American Medical Response, Dallas Texas

 Working shift work on EMS unit in emergency and non emergency settings/ Transporting patients to hospitals, nursing homes, and residents. Maintain vital signs, basic assessments, assisting Paramedic in emergency and non-emergency settings. Office, answering phones, dispatching units on emergency and non-emergency calls. Reviewing patient care reports and documentation. 

CISSY WHITMIRE

P.O BOX 765

HARDIN, TEXAS 77561

Phone: (936) 298-2616

                               Email: CisWhitmi@aol.com
2000-2001   Business Office Manager

Administrative assistant, maintaining patient files, employee files, account payables, accounts receivable, trust fund accounts for 

patients, payroll, monitoring overtime hours of employee’s, scheduling new employee’s orientation. Entering new patients, employees, and venders in to corporate database. Sending and receiving daily reports and census to and from corporate. Maintaining employee’s PTO, sick time, 90-day evaluation, Insurance enrollment. Daily census of patient in facility, new admits, and discharges. Insurance, Medicare and Medicaid billing and verification.

1998-2000
Certified Nurse Aide, HR Assistant, Business Office Manager

Administrative assistant, maintaining patient files, employee files, account payables, accounts receivable, trust fund accounts for patients, payroll, monitoring overtime hours of employee’s, scheduling new employee’s orientation. Entering new patients, employees, and venders in to corporate database. Sending and receiving daily reports and census to and from corporate. Maintaining employee’s PTO, sick time, 90-day evaluation, Insurance enrollment. Daily census of patient in facility, new admits, and discharges. Insurance, Medicare and Medicaid billing and verification. Caring for patients in facility on daily basis.

                                                                                                                                             















