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ADMINIST RAT IVE MEDIC AL ASSIST ING   

Cengage Learning, 2007. Book Condition: New. Brand New, Unread Copy in Perfect Condition. A+ Customer Service! Summary: UNIT 1
PROFESSIONAL AND CAREER RESPONSIBILITIES Chapter 1 A Career As an Administrative Medical Assistant Chapter 2 The Healthcare Environment:
Past, Present and Future Chapter 3 Medicolegal and Ethical Responsibilities UNIT 2 INTERPERSONAL COMMUNICATIONS Chapter 4 The Art Of
Communication Chapter 5 The Receptionist Chapter 6 Telephone Procedures Chapter 7 Appointments Chapter 8 Filing Procedures Chapter 9 Medical
Records Chapter 10 Drugs and Prescription Records UNIT 4 WRITTEN COMMUNICATIONS Chapter 11 Written Correspondence Chapter 12 Processing
Mail and Telecommunications UNIT 5 FINANCIAL ADMINISTRATION Chapter 13 Fees, Credit, and Collection Chapter 14 Banking Chapter 15
Bookkeeping Chapter 16 Health Insurance Systems UNIT 6 MANAGING THE OFFICE Chapter 17 OIice Financial Manager Chapter 18 Financial
Management of the Medical Practice UNIT 7 EMPLOYMENT Chapter 19 Seeking a Position as an Administrative Medical Assistant.
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Wh at is  L o v e A  Kid  Frien d ly  In terp retatio n  o f  1  J o h n  311,  16- 18 1 C o rin th ian s 131- 8 13                            
Teaching Christ's Children Publishing. Paperback. Book Condition: New. Daan Yahya (illustrator). Paperback. 26 pages. Dimensions:
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C areer as a N ew s R ep o rter:  J o u rn alist          
Createspace, United States, 2015. Paperback. Book Condition: New. 229 x 152 mm. Language: English . Brand New Book ***** Print on
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TJ  n ew  co n cep t o f  th e P resch o o l Qu ality  Ed u catio n  En gin eerin g th e d aily  learn in g b o o k o f :  n ew  h ap p y  learn in g                                        
y o u n g ch ild ren  ( 3- 5 y ears)  In termed iate ( 3) ( C h in ese Ed itio n )                     
paperback. Book Condition: New. Ship out in 2 business day, And Fast shipping, Free Tracking number will be provided aOer the
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Sarah 's N ew  Wo rld :  Th e M ay f lo w er A d v en tu re 1620 ( Sisters in  Time Series 1)                  
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Th e C lev er Detectiv e Bo xed  Set ( a Fairy  Tale R o man ce) :  Sto ries 1,  2  an d  3                 
Createspace, United States, 2012. Paperback. Book Condition: New. 229 x 152 mm. Language: English . Brand New Book ***** Print on
Demand *****.After six years as a private investigator, Stacey Alexander has the strangest day...
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