Bonnie Gower
9100 Vance Street ( Westminster, CO 80021( 518-596-3601 ( dbg1117@hotmail.commail.com

Facilities Coordinator │ Healthcare│ Administrative Assistant
Problem-Solving......Analytical.......Time Management.......Confidential.......Organized

· Analytical and detail-oriented Administrative Assistant and Facilities Coordinator professional with a proven track record for producing quality service and support within strict timelines. Demonstrate excellent communication, organizational, time management, and problem-solving skills. Efficiently manage a diversity of administrative functions within fast-paced deadline-driven corporate environments.

· Excellent customer service skills, able to pinpoint root cause of difficulties and resolve within a timely manner. Exercise independent judgment, decision-making abilities, and a high level of confidentially.
Core Competencies
· General Office Administration

· Kronos Time Keeping
· Customer Service Focused

· Effectively Manage Multiple Projects

· Meticulous Attention to Detail



· Scheduling/Calendar Management

· Strong Communications/Written & Verbal

· Microsoft Office
· Purchasing/Vendor Experience
· Work Order Management Experience
Professional Experience

June 2012 to June 2014: Administrative Assistant - NH Catholic Charities, Manchester, NH
· Reported to the Assistant VP of Healthcare Services and 4 Clinical Directors who oversee 9 Long-Term Care/Skilled Nursing Facilities in the State of NH 
· Compile, summarize and prepare statistical reports using Excel and Word.
· Assisted in the creation, maintenance and revision of job descriptions, policies and procedures, clinical manuals, forms and reports.
· Attend regularly scheduled Leadership Meetings, prepare agenda, take and distribute minutes, arrange lunch.
· Maintain a Healthcare Services employee database.
· Maintain a list of current job openings for all nursing facilities and update the website accordingly. 
· Maintain State Survey/Mock Survey schedule and keep binders updated.

· Created a new Capital Requisition Form using Adobe In Design.  Record all capital requests, gather appropriate signatures. 

June 2006 to May 2012: Engineering Coordinator – Albany Memorial Hospital, Albany, NY
· Provide administrative support to the Facilities Director and staff of fifteen and secondary support to the Clinical Engineering Director and staff of six.
· Manage capital and routine purchase orders, working directly with vendors.
· Coordinate all maintenance work order requests and prepare weekly/monthly reports from the work orders.  Contacted appropriate vendor to service maintenance equipment.  Generated and maintained equipment tracking records.

· Coordinate with hospital plumber with preparing bi-monthly water samples for Legionella testing, track results, trends, and notified Facilities Director and Infection Control Director for any positive results.
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· Responsible for in-house recycling system and hazardous waste system.  Placed appropriate labels on recycle bins and ensured proper protocols were in place as per DEC requirements.  Performed random audits.
· Manage all monthly maintenance on hospital fleet vehicles.  Maintained yearly spreadsheet for all repairs, registrations, and inspections for each vehicle.
· Coordinate and manage bi-weekly time detail using the Kronos Time Keeping Program.
· Track/trend Boiler Room Data Usage – fuel, diesel and utilities.
· Verify applicable payments are correctly posted to Resident AR Accounts, organize and maintain Resident filing system.
· Photograph and document all building leaks, trouble spots and report them to the Facility Director.
· Create and manage Standard Work Instructions for the department.
January 2005 – May 2006: ISO/Safety Support Specialist – Harley-Davidson, York, PA
· Solicit daily overtime for all Supervisors in the Frame Shop.
· ISO Documents:  Document Control Administrator – entered new or revised data and obsolete old documents that Engineers submitted.  Track obsolete files to ensure that the newest revision is out on the Frame Shop floor.  Destroy all old documents.  
· Attended Safety Committee Meetings and maintained Continuous Improvement spreadsheet,
· Maintain Safety Pin Map researched locations of injuries and notified the Safety Manager.
· Create, prepare and distribute the monthly Frame Shop Newsletter.
August 1998 – December 2004: Academic Advisor – Embry-Riddle Aeronautical Univ, Daytona Beach, Fl
· Review admission applications through the Apply Yourself software.  Ensure all required documentation for admission is received and processed in accordance with University policy, reviews transcripts from all universities where the prospective student has attended and calculates cumulative grade point average for an admission decision.
· Responsible for advising students about financial aid and tuition assistance.  Maintain detailed student academic records to ensure compliance with The Commission on Colleges, Southern Association of Colleges and Schools (SACS).
1986 - 1998: Risk/Safety Coordinator – Optima Health (formerly Catholic Medical Center, Manchester, NH
· Coordinate with Risk and Safety Managers to plan and execute day-to-day activities, advise managers of potential legal problems.
· Compile and maintain risk and safety statistical data using Excel and Access
· Coordinate staff meetings, depositions of staff members for current legal cases.
· Coordinate Corporate and Hospital Site Safety Committees and maintain their minutes per Joint Commission on Accreditation of Healthcare Organizations (JCAHO). 
Education
Embry-Riddle Aeronautical University, Daytona Beach, FL
(Part-time Distance Learning Student)
Associate in Science Technical Management Program
New Hampshire College, Manchester, NH

Sociology, Marketing Courses
Albany Business College (now Bryant Stratton) Albany, NY
Diploma in Medical Secretarial Science
References
Furnished upon Request
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