IBEH BLESSING ONYINYECHUKWU

Medical Virtual Assistant | HIPAA Certified (1| Administrative & Operations Support
+234 814 853 8397 | blessingibeh736@gmail.com | linkedin.com/in/ibeh-blessing-b35711185
Available for Remote Work | Lagos, Nigeria

PROFESSIONAL SUMMARY

Medical Virtual Assistant with a clinical foundation in laboratory science and hands-on administrative experience.
HIPAA certified. Skilled in EHR systems, insurance claims processing, appointment scheduling, medical
terminology, and patient communication. | help healthcare professionals manage patient records, streamline
workflows, and stay compliant so they can focus on patient care.

PROFESSIONAL EXPERIENCE

Medical Laboratory Assistant August 2020 - August 2022
OAU Medical Laboratory

o Collected and processed patient samples for diagnostic testing

e Managed patient data entry and record organization

« Maintained accurate documentation in compliance with lab protocols
o Coordinated with clinical staff on test results and reporting

Business Operations and Administrative Manager 2018 - Present
Borganicskincare | Borganics
Managed daily business operations including document preparation, record keeping, order management,
and client communications
» Handled high-volume correspondence via email and social media, ensuring prompt and professional
responses at all times
» Developed and implemented internal workflow systems and SOPs to ensure operations ran
efficiently and all deadlines were met
« Coordinated scheduling, follow-ups, and logistics with suppliers, clients, and service providers
« Maintained organized records and tracked operational expenses to support accurate reporting and
decision-making
 Created and scheduled content across multiple platforms to support business communications and
outreach

Walmart USA Pharmacy Technician Job Simulation on Forage

June 18, 2026

* Completed a job simulation involving pharmacy operations and patient support
for Walmart’s Pharmacy team.

* Practiced prescription intake, fulfillment, and pickup processes while
learning how to identify safety risks and escalate concerns appropriately.

* Used pharmacy software systems to manage fill queues, interpret insurance
flags, and document potential issues in support of accurate, compliant
operations.



* Strengthened skills in patient communication, teamwork, and professional
judgment in fast-paced, service-oriented scenarios.

Administrative and Biology Teaching Service (NYSC)  November 2023 - October 2024
Truevine High School

o Delivered structured biology curriculum to secondary-level students, ensuring comprehension of
core scientific concepts

o Developed and implemented lesson plans, instructional materials, and assessment tools aligned
with educational standards

o Maintained accurate academic records, including attendance logs, grade sheets, and progress
reports

o Applied clear communication strategies to simplify complex biological concepts for diverse
learning abilities

CORE SKILLS

Medical/Clinical:

Medical terminology | EHR systems | Insurance verification | Medical billing | Patient record
management | HIPAA compliance | Patient communication| Attention to Detail | Communication |
Customer Service. | Decision Making | Leadership | Patient Communication | Patient Safety |
Prioritization | Professionalism

Administrative:

Calendar and schedule management | Email and correspondence management | Data entry and record
keeping | Document preparation | Report preparation | Time Management

TOOLS AND TECHNOLOGY

Microsoft Office: Word | Excel | Outlook

Google Workspace: Gmail | Google Docs | Google Sheets | Google Calendar | Google Drive
Communication: Slack | Zoom | Google Meet

Project Management: Trello | Asana | ClickUp | Notion | Monday.com

Productivity: Toggl Track | Canva | ChatGPT | Claude Al

Healthcare Tools: EHR Systems

EDUCATION AND CERTIFICATIONS

« HIPAA Compliance Certification | Alison

« Professional Virtual Assistant Training | TS Academy (Executive triage, scheduling, inbox
management, Google Workspace, remote collaboration)

» Google Cloud Certifications | Coursera | April 2026 (Google Docs, Drive, Gmail, Google
Workspace, Administrative Assistance)

« Jobberman Certifications | April 2026 (Global Gig Work Mastery, Soft Skills, Entrepreneurship and
Small Business)

 Soft Skills for Career Success | Arifu



» Google Slides and Google Sheets | Google Cloud | In Progress
» Higher National Diploma (HND) in Environmental Biology | Gateway ICT Polytechnic
+ National Diploma (ND) in Science Laboratory and Technology | Gateway ICT Polytechnic

PROFESSIONAL DEVELOPMENT

o EHR Systems (Self-directed training)
o Medical Insurance Verification (Self-directed training)
o Medical Billing Fundamentals (Self-directed training)

ADDITIONAL INFORMATION

* Reliable internet connection and dedicated professional remote workspace

* Fast learner who adapts quickly to new tools, systems, and workflows

 Available for full-time and part-time remote engagements

« Strong ability to maintain confidentiality and handle sensitive information with discretion
» References available upon request
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