Debbie Klein

2703 Fremont St., Rolling Meadows, IL 60008 ( (847) 577-2277 ( mmpbjs@ameritech.net
PROFILE

Polished professional with outstanding skills working directly with customers and understanding their needs with the ability to respond quickly under any situation. Established demeanor helping people understand complex circumstances through compassion and respect. An individual who selflessly continues to provide assistance to anyone with a need whether filling out forms or shoveling the neighbor’s driveway.  
EXPERIENCE

	Family Member Care 
	2007 - Present 


Caring for family members, Rolling Meadows, Illinois (2007 – Present) 

Not being the primary household income I was able to leave the work force to care for family members.  As our parents and grandparents required more care I was able to provide assistance understanding the concerns of senior citizens, with a great deal of kindness and patience. I took care of my in-laws and assisted with the care of my grandparents until their death.
Care Provided: 
· Attended all doctor visits making sure they understood their diagnoses

· Maintained all their paper work for their prescriptions and assured they took their correct dosage 
· Assisted in filing their Medicare & Medicaid documentation

· Took care of property management (bill payments, maintenance, renovations, etc.)
· Assisted in keeping personal hygiene as well as maintaining health fitness through daily activities like walks, physical exercises, meditation, etc.
· Organized and was primary contact when my mother in-law moved into assisted living facility

· Caregiver for day-to-day activities of cleaning, laundry and shopping.

· Traveled many times to Florida to help care for my grandmother with dementia giving my mother needed relief.  
Professional Experience

The Arbor of Itasca – Itasca, Illinois (01/2007 – 12/2007)
While I got my Mother-in-law situated with assisted living I was hired as Assistant Activity Director.  
Assistant Activity Director:

Reporting to the Director of Activities, my main responsibility was to plan and help the residents with crafts, games and parties.  Acted as companion caregiver to many residents reading stories or newspapers and just spending time sitting with others. 
· Organized all inside social gatherings making sure the residents enjoyed the occasions

· Prearranged all outside activities and was designated bus driver taking members to concerts in the park, lunch and shopping.  

· Provided help and instructions to all residents.
· Assisted residents in going home preparation, managing expectations and holiday plans.
· Helped serve meals in the dining room and assisted in the Alzheimer wing during meal time and bedtime.

· Always reporting and observing safety hazards and condition of clients to care manager and supervisor in timely manner. 
· Ability to accurately maintain documentation and record keeping.
· Always maintained professional appearances, demeanor and attitude.
Oakton Animal Hospital – Elk Grove, Illinois (2003 – 2004)  

Receptionist and Assistant: 


Reporting to Office Manager with responsibility answering Telephone, Front Desk Reception, Customer Service, Filing, Records Management, Executive & Administrative Support
· Was first contact with all customers

· Scheduled and maintained appointments
· Demonstrated proficiencies in telephone and front-desk reception
· Kept owners apprised on the status of their pet and provided all follow up calls after procedures
· Assisted the doctors and animals when needed
· Ability to handle a variety of customer service and administrative tasks and resolve customer issues with expediency
· Maintained attention to detail, exemplary customer service delivery and team-player attitude
· Kept office clean to maintain professional appearance.  
Snapshots One Hour Photo – Rolling Meadows, Illinois (1988 – 2001)
My love for photography drove me to open my own business shared with my husband. We operated the entire process from customer contact, photo development to hazmat processing.  
Owner of Snapshots One Hour Photo: 
· Our approach to customers was to treat them like family as the mainstay of our business was return customers.
· Responsible for operational standards, customer service levels, sales, budgeting, hazmat control and inventory
· Responsible for scheduling all appointments for children portraits and picked up and delivered photos for mortgage appraisers and car body shops
· Excellent administrative and communication skills that proved to be helpful maintaining our customer base
· Assisted customers with photography questions on how to handle a camera, take a great picture, lighting and they would always return excited to show us the pictures they took on their vacations.
· Had contracts and were the exclusive photography shop for the Rolling Meadows police department developing crime scene photos and was watchdog for inappropriate photos submitted by customers
· Well trained in handling and disposing of hazmat material used in the photo development process 

EDUCATION and MEMBERSHIPS 

High School GED
Certified for Hazmat Material Handling
Training CPR & Elder Care
