Alicia M. Houston
502 Prospect Ave.
Lima, Ohio 45804
[bookmark: _GoBack]Cell-419-860-6655—Home-(-567) 371-3007
Email: amhouston@unoh.edu 

· Pomeroy IT Infrastructure— Entry level Project Coordinator- short –term project with Mercy Hospital-- In lima Ohio 45804
· –Three month contract which started in Dec 1, 2014 
· Supervisor Dana Hagedorn- (859) 991-2655
· Job description: Assisted in the planning and Coordination over the activities when it came to the logistics of upgrading software from XP to Windows 7.
· Windows 7 trouble shooting operator.
· Prepare deployment packages and necessary documentation to transition to the hosted environment. 
· • Troubleshoot issues as they arise and suggest remediation plan. 
· • Work to resolve issues in a timely and accurate manner and escalate as appropriate. 
·  Suggest improvements in service delivery processes and techniques. 
·  Prepare weekly status reports on project activities.

Lunchroom Monitor/ Supervisor- Nov 2004 to June 2008
Lima South Middle School—
Address: 515 Calumet Ave, Lima Ohio 45804
419-998-2400—Hiring Official-Inga Poe
While working as a Lunchroom Monitor; my job entailed overseeing about 60 to 125 students at one time; while maintaining discipline according to school policies. The minimum performance expectations included but were not limited to, the following functions/ tasks:
· Supervised students in the cafeteria during lunch periods in serving lines, while eating, and during dismissal.
· Maintains discipline in the cafeteria according to school and county policies
· Report all student injuries, accidents, illnesses, and discipline problems to the appropriate authority  immediately, or as soon as reasonably possible
· Assist students in securing trays, food, seating and dismissal
· Complying with and supporting school and division regulations and policies


    
 Assistant Director of Activities – July 2001 to May 2004
Golden Living Center--Formerly known as Beverly Healthcare of Lima, Ohio
 Business Phone-   1+ (419) 227-2154-Supervisor Peggy Stewart
Address: 599 S. Shawnee St. Lima Ohio 45804

· My job as an Activities Assistant was to assist the Director with the residence activities. The minimum performance expectation included, but were not limited to the following functions/tasks
· Assessing incoming  residence 
· Facilitating and carrying out  the daily Activities created  by the Director
· Assist with activities as directed by the Activities Director and in accordance with each individual     residence care plan.
· Record and document each activity for each resident
· Observe individual resident participation and responses during the activity
· Interact appropriately and effectively during one on  one activities
· Watching for any signs of individual cognitive, emotional, and psychosocial impairment
· Keep record of sensory stimulation and (ROM)- range of motion Activities
· Chaperone scheduled activities away from the facility grounds
· Making follow-up calls to families of residence whenever requested
· Follow-up call to volunteers about their availability
· Scheduling family visits
. 

Education
 High School-
  August 1981 to May 1985--
  B. B. Comer Memorial High School		
  Sylacauga, Alabama  35150                   
         

College --- -- September 2008 to May 2012			
Rhodes State College
4240 Campus Drive,
Lima, Ohio 45804

May 2012---
I have completed my medical Coding classes in CPT, Icd-9 and ICD- 10, 
June of 2010---
I completed my S.T.N. A. Certificate in June of 2010 At Rhodes State College
Schooling Consisted of but not limited to learning how to take care of patients performing proper Asepsis during clinical training when it came to blood born micro-organism.
-Standard Precautions—all methods of infection control
--Body fluids
- Sequence for Donning gloves
- Wearing PPE- Personal Protective Equipment
- -Trained in Asepsis
April 7, 2015- to the present-Training





Military Training
Dec. 91 to Feb. 92 Army National Guard
United States Army Training Center-
Fort Jackson, South Carolina
Certificate of Training                
                Various training classes in the area of leadership
	  Trained on Forklift, 5 tons truck, tractor
	
February 1992 -- July 1999
United States Quarter Master School--Diploma
Fort Lee Virginia, 23801
My training as a supply clerk consisted of performing clerical and stock handling duties, receiving and storing subsistence supplies 
Software/ System Skills/Hardware
· Windows 7 and 8
· Power point
· Microsoft Word   2010
· Printer, copier, Fax
· PC- Micro- computer –Course Completed
· Computers in the workplace-Course Completed
·  Excel-proficient 
· Internet Saavy


Professional References:
University of Northwestern Ohio
1441 N Cable Rd
Lima, OH 45805
Mrs. Kim Sadler- Pharmacology - Instructor, College of Business- 419-998-8853- Email (ksadler@unoh.edu

 Mrs. Mindy McDonald- Instructor, College of Business Medical Assisting Program Chair
 (419-998-8835)—Email-(msmcdona@unoh.edu)
Mrs. Marcie Cooper- College of Business and Clinical Instructor- (419) 998-3120-
Email – (mcooper@unoh.edu)
Personal Reference:
Courtney Bailey-friend-- University Of northwestern Ohio- (Cell) 419-979-3349- Please-Call after 5p.m.
Gwenda Beavis- Friend- Teacher at Lima City Schools-419-230-9212


Other Skills and Qualities
Inventory 
Quality Control inspector,
Sales-Large Appliances-Sears
Excellent customer Service
Tele-Marketing-State trooper’s Association 
Very personable, Team- player
Organized and self-starter
Eager to learn
Motivated and Great Motivator











Alicia Houston –Courses Completed
October 3, 2013-received my Medical Coding Certificate
Course/Section and Title Grade Credits CEUs Repeat Term 
1 KY-146 VC Keyboarding I  B-  5.00        2013SPR  
2 MO-145 3-EVN Human Anatomy-Pathology-Terminology  A-  3.00        2013SPR  
3 MO-146 5-EVN Pharmacology For Medical Assistant  B+  3.00        2013SPR  
5 MO-282 4-ODD Administrative Skills for Med  A-  3.00        2013SPR  
6 MO-136 4-EVN Clinical II  B+  2.00        2013WIN  
7 MO-144 6-EVN Pharmacology For Medical Assisting  B  3.00        2013WIN  
8 MO-278 5-ODD Understanding Health Insurance  B+  2.00        2013WIN  
9 OP-130 3-EVN Medical Accounting Software  C+  2.00        2013WIN  
10 OP-149 4-ODD Records Management  C  3.00        2013WIN  
12 KY-080 3-ODD Keyboarding for Beginners  S  2.00        2012FAL  
14 MO-135 3-EVN Clinical I  B+  2.00        2012FAL  
15 MO-130 Medical Law And Ethics TR 3.00           
16 MO-272 Coding I TR  3.00           
17 MO-273 Coding II TR  3.00           
18 UN-220 Intro to Diversity Issues TR  3.00           
19 SO-186 Sociology TR  3.00           
20 WP-138 Intro to Word Processing Application TR  3.00           
21 CO-179 Introduction To Human Communication TR  3.00           
22 MO-142 Human Anatomy-Pathology- Terminology  TR  3.00           
23 MA-121 Principles Of Management  TR  5.00           
24 MO-140 Human Anatomy-Pathology-Termin  TR  3.00           
25 MO-264 Medical Terminology II  TR  3.00           
26 MO-163 Medical Terminology I  TR  3.00           
28 PY-177 Introductions to Psychology TR 3.00  
    
     





