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PROFESSIONAL SUMMARY

Dietary Clerk/Secretary who goes above and beyond basic tasks and takes on multiple projects at once. Excellent work ethic and strength in boosting company morale.

	
	
	SKILLS
	

	
	Professional phone etiquette 
	
	Highly dependable 

	
	Excellent communication skills 
	
	10+years in Customer Service 


· [image: ]Customer service-oriented  

· Works well under pressure  

· Invoice processing  

· Quick learner  

· Good multi tasker  

WORK HISTORY

Department Secretary, 08/2009 to Current 

Renown Medical Center – Reno, NV 

· Collect, sort and enter invoices. Pick up, sort and distribute both outgoing and incoming mail.  

· Set up requisitions and purchase orders.  

· Order, maintain, store and distribute office supplies for department.  

· Schedule maintenance work performed on copy machine and replace toner when needed.  

· Submit work orders for department.  

· Maintain filing systems, applications, confidential records, etc.  

· Key reports, vouchers, bills, and other data.  

· Classify and post information , maintain inventory records  

· Billing departments for floor stock supplies 

· Prepare end of month financial reports   

· Prepare dietary information for kitchen personnel  

· Forecast menu item needs , examine diet orders   

· Process new diets and make changes as required   

· Work with Epic medical records software , Computrition software ( received additional training to be able to  add menu items , system maintenance etc. ) ,Microsoft Applications  

· Answered and managed incoming and outgoing calls while recording accurate messages.  

Personal Assistant, 09/2007 to 12/2012 

Nicoletti Fitness and Nutrition – Reno, NV 

· Manage incoming and outgoing telephone, fax and e-mail correspondence   

· Phone clients, organize and maintain client charts  

· Coordinate and schedule daily agenda and to do list as well as weekly appointments 

· Read mail and draft responses, organize meetings 

· Manage diet and workout plans, assist with cooking classes , exercise lessons 

· Plan activities especially for the elderly  

· Help create meal plans for clients with cardiac, diabetic, renal problems.   

· Customize meal plans as needed (weight gain or loss etc.)   

· Schedule travel arrangements and more as requested   


Guest Service Agent, 07/2003 to 08/2007 

Outrigger Hotels – Honolulu, HI 

· [bookmark: page2]Handle all guest interactions with the highest level of hospitality and professionalism , accommodating special  

Requests   

· Assisted guests with all inquiries in connection with Hotel services , key hotel personnel ,in house events ,  

Directions etc.  

· Processed packages, faxes, messages, and mail in a timely fashion.  

· Made sure that desk information for restaurants , museums , attractions , maps and other local attractions are  updated and current  

· Knowledge of what activities are available in the city ( theatre , concerts , shows , special exhibits , sightseeing ) and established close contact with vendors in these areas in order to provide ticketing , information and  reservations for guests .  

· Responsible for organizing assignments for staff. Provided guest orientation and information   

· Ordered and delivered all special guest amenities this included honeymoon packages, Gift baskets and flowers,  

Assisted in tracking of lost baggage. Answered multiple phone line and assisted manager with administrative  

Duties.   

EDUCATION

High School Diploma:  

Bad Kreuznach High School - Bad Kreuznach / Germany  

 

ACCOMPLISHMENTS

· [bookmark: _GoBack]Developed and implemented a procedure to simplify snack orders for patients which resulted in increased efficiency and productivity.  

· Successfully resolved numerous customer issues on a daily basis.  
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