	28329 Kaffitz Road

Red Wing MN 55066
	(919) 345-2472

e-mail: mommy1510@gmail.com



Ashley McLaren

	Experience
	3/2015- Current           Regina Senior Living Center        Hastings, MN

Staffing Coordinator 

· Electronically maintaining schedules for staff

· Maintain schedules for Nursing Home and Assisted Living staff

· Electronically maintaining call in’s, request time off, switching hours, and attendance of all staff
· Assist with payroll for all staff

1/2015- 3/2015           Mayo Clinic Health Systems        Red Wing, MN

Patient Access Liaison 

· Handle incoming and outgoing phone calls

· Maintain and update schedules for doctors and nurses

· Send messages regarding patients concerns and requests 
11/2014- 1/2015         CNS HomeHealth Care                 Rochester, MN

Scheduling Manager

· Schedule Aide, PCA and Homemakers to work with clients

· Manage over 100 clients and over 50 employees

· Assists in managing new employees and terminations 

· Fixing daily call ins and visit cancellations 
7/2014-10/2014           Hiawatha Homecare                       Red Wing, MN
Professional Contractor (Express Professionals) – Scheduler
· Scheduler all nurses to meet client need per medical plan

· Assist nurses and client with questions and concerns

· Assist with answering phone

10/2006-6/2014            Wake County Public Schools           Raleigh, NC

Special Education Teacher Assistant 9 months/ Office support 3 months
· Assist with behavioral children in a small group setting
· Assist making behavioral charts, picture charts, and schedules
· Schedule and confirm all IEP (Individuals Education Plan) meetings

· Perform clerical duties and attend development workshops
· Maintain data on individual goal plans

· Assist in front office answering phones, copying, faxing, filing and more

	
	7/2006-10/2006                    Murdoch Center                          Butner, NC

Developmental Technician I
· Assisting individuals with feeding, bathing, grooming and dressing
· Assisting individuals with fine and gross motor activities.

· Working with individuals to increase their functioning and socializing in the community. 

· Working SIB plans and behavior plans.

	
	Feb. 2006 –June 2006
Wake County Public Schools
Raleigh, NC

Special Education Teacher Assistant
· One-on-one with a DD child.

· Working with the child to help increase their functioning skills in the classroom.

· Help to increase communication skills.

	
	2005-2006
Macaroni Grill
Raleigh, NC

Hostess

· Assist with the seating, greeting and customer requests.

· Maintain a clean and organized work space.

	
	2004-2006
A Small Miracle, Inc
Raleigh, NC

HAB Technician

· One-on-one in home care provider.

· Working with client to increase their functioning in society.

· Assist with daily home routines.

· Assist with daily exercising and feedings.

· Use PECS to increase communication skills.

· Maintain data on individual goal plans

	
	2002-2003
K-Mart
Raleigh, NC

Sales Associate

· Provided prompt service to all customers.

· Assisted jewelry customers with purchases.

· Provided courteous and helpful service to both internal and external customers.

· Assisted customers with their purchases and locating the appropriate area.



	Education
	2009-2011           Wake Technical Community College          Raleigh, NC

 2004-2005

Human Services of Technology Associate Degree

	
	2000-2004
Southeast Raleigh H.S.
Raleigh, NC



	
	


