ZONGKEH WAKHA
Kitchener, Ontario
226-507-0489
zongkehwakha@gmail.com
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Medical Receptionist | Patient Services Representative | Administrative Assistant

PROFESSIONAL SUMMARY
Customer-focused healthcare professional with a Practical Nursing Diploma and experience supporting patients, families, and interdisciplinary healthcare teams in long-term care, rehabilitation, and acute care settings. Skilled in patient reception, healthcare documentation, appointment coordination, electronic medical records (EMR), and administrative support. Recognized for delivering exceptional customer service, maintaining confidentiality, and communicating effectively with patients, families, physicians, and healthcare professionals. Highly organized, detail-oriented, and committed to creating a welcoming and efficient patient experience in fast-paced medical environments.

CORE COMPETENCIES
Medical Office Administration
· Patient Reception & Registration
· Appointment Scheduling & Confirmation
· Electronic Medical Records (EMR)
· Medical Documentation
· Medical Terminology
· Confidentiality & PHIPA Compliance
· Telephone & Email Communication
· Referral Coordination
· Patient Record Management
· Data Entry
Customer Service
· Exceptional Customer Service
· Patient Relations
· Professional Communication
· Active Listening
· Conflict Resolution
· Complaint Resolution
· Relationship Building
· Problem Solving
Administrative Skills
· Calendar Management
· Filing & Document Management
· Office Administration
· Office Equipment (Scanner, Copier & Printer)
· Microsoft Word
· Microsoft Excel
· Microsoft Outlook
· Microsoft PowerPoint
· Google Workspace
· Microsoft Teams
Professional Skills
· Organization
· Time Management
· Attention to Detail
· Accuracy
· Team Collaboration
· Adaptability
· Professionalism
· Multitasking

TECHNICAL SKILLS
· Electronic Medical Records (EMR)
· Microsoft Office Suite (Word, Excel, Outlook, PowerPoint)
· Google Workspace
· Microsoft Teams
· Zoom
· Data Entry
· Appointment Scheduling
· Calendar Management
· Medical Documentation
· Email Management
· PDF Document Management
· Office Equipment (Scanner, Copier & Printer)

PROFESSIONAL EXPERIENCE
Trinity Village Care Centre
House Manager / Registered Practical Nurse
Kitchener, Ontario | July 2025 – October 2025
· Communicated professionally with residents, families, physicians, and interdisciplinary healthcare teams.
· Maintained accurate electronic documentation and confidential resident records.
· Responded promptly to resident and family inquiries with professionalism, empathy, and respect.
· Coordinated communication among healthcare professionals to support continuity of care.
· Assisted with administrative documentation, reports, and record management.
· Prioritized multiple responsibilities while maintaining accuracy in a fast-paced healthcare environment.
· Ensured compliance with privacy legislation, confidentiality requirements, and organizational policies.
· Demonstrated exceptional interpersonal skills while providing compassionate customer-focused service.

CLINICAL EXPERIENCE
Trinity Village Care Centre
Practical Nursing Student – Long-Term Care
January 2025 – April 2025
· Built positive relationships with residents and families through compassionate communication.
· Maintained accurate documentation and communicated resident observations to the healthcare team.
· Collaborated with nurses, physicians, and allied healthcare professionals.
· Followed confidentiality, infection prevention, and patient safety standards.
· Developed strong organizational, communication, and time-management skills.

Waterloo Region Health Network (WRHN)
Practical Nursing Student – Acute Care & Rehabilitation
July 2024 – October 2024
· Maintained accurate patient documentation and electronic health records.
· Communicated effectively with nurses, physicians, therapists, patients, and families.
· Assisted with patient admissions, transfers, and discharge processes.
· Worked collaboratively within interdisciplinary healthcare teams.
· Supported efficient patient flow while maintaining professionalism and confidentiality.

Midtown Medicine Unit
Practical Nursing Student
May 2024 – July 2024
· Communicated respectfully with patients, families, and healthcare professionals.
· Maintained accurate documentation and patient records.
· Supported efficient patient flow and coordinated care with the healthcare team.
· Followed infection prevention, confidentiality, and patient safety procedures.

ADDITIONAL PROFESSIONAL EXPERIENCE
Lens Mill Stores
Customer Service Representative / Fabric Associate
Kitchener, Ontario | July 2021 – July 2022
· Delivered exceptional customer service by assisting customers with product selection and inquiries.
· Provided personalized recommendations based on customer needs.
· Answered telephone and in-person inquiries professionally.
· Processed customer purchases and payments accurately.
· Resolved customer concerns promptly while maintaining positive relationships.
· Maintained organized merchandise displays and inventory.
· Collaborated effectively with team members to deliver an outstanding customer experience.

ZNAK Designs
Fashion Consultant & Lead Designer
Toronto, Ontario | 2013 – 2018
· Consulted with clients to understand their needs, preferences, and project requirements.
· Recommended customized products and solutions based on individual client expectations.
· Managed customer orders from consultation through completion while ensuring quality and accuracy.
· Scheduled client consultations, fittings, and follow-up appointments.
· Maintained regular communication with clients by phone, email, and in person throughout each project.
· Maintained accurate client records, invoices, and order documentation.
· Processed customer payments and managed daily administrative responsibilities.
· Coordinated multiple client projects and deadlines while maintaining exceptional customer satisfaction.
· Resolved customer concerns professionally and built long-term client relationships.
· Collaborated with suppliers to ensure projects were completed on schedule.

EDUCATION
Practical Nursing Diploma
Conestoga College — Kitchener, Ontario
Diploma in Fashion Techniques & Design
George Brown College — Toronto, Ontario

CERTIFICATIONS
· Basic Life Support (BLS)
· CPR & First Aid
· Gentle Persuasive Approach (GPA)
· Advance Gerontological Certificate
· Health Literacy

PROFESSIONAL STRENGTHS
· Friendly and welcoming
· Excellent verbal and written communication
· Professional telephone etiquette
· Customer-focused approach
· Strong organizational and multitasking abilities
· Exceptional attention to detail
· Calm under pressure
· Dependable and reliable
· Quick learner
· Works effectively both independently and within multidisciplinary teams
· Committed to delivering an outstanding patient experience

