Katharine Lando
107 West Main Street, Suite B
Saint Charles, Illinois 60174
815.501.0861
lando.kate@gmail.com

EDUCATION
MSN Student, Master’s Entry to Nursing Practice Program, September 2013 - June 2014
DePaul University, Chicago, Illinois

Bachelor of Arts, Community Psychology, May 2012
DePaul University, Chicago, Illinois
Cum Laude

PROFESSIONAL ACTIVITIES
Psi Chi International Honor Society			
Dean’s List, 2008-2012		
Phi Theta Kappa			

EMPLOYMENT
December 2008 – May 2015	                     Stonehouse on Cedar                        St. Charles, Illinois
Executive Administrative Assistant
· Performed daily errands 
· Drafted, proofed, and edited documents and correspondence
· Managed inventory and purchasing
· Developed business relationships with buyers
· Updated reports, files, and contacts
· Tracked orders and shipments
· Coordinated FedEx, courier, and mail services
· Planned, organized, and arranged event coordination
· Maintained records and produced reports
· Handled accounts payable and receivable
· Calendar management, meeting planning and responding to requests
· Responsible for planning and executing all logistics for domestic travel
December 2007 – June 2008		Fox Valley Women’s Healthcare          	  Elgin, Illinois
Medical Receptionist
· Responsible for opening and closing the office
· Greeted and assisted visitors and patients
· Scheduled appointments and managed office schedule
· Answered multiple telephone lines and assisted callers
· Responsible for checking patients in and out
· Handled patient paperwork, verified and updated information in the computer system 
· Received payments from patients, issued receipts, and reconciled daily cash and charge terminal
· Acted as the liaison between the patient and provider
· Handled confidential and sensitive information
· Organized, set up and maintained paper and electronic files 
· Routed correspondence, documents, and messages
· Used Centricity and Digichart Software
December 2003 – July 2005		Midwest Surgery		                  St. Charles, Illinois
Medical Receptionist
· Greeted and assisted visitors and patients
· Scheduled appointments and maintained appointment calendar
· Responsible for checking patients in and out
· Answered multiple telephone lines and assisted callers
· Processed patient receipts and payments
· Provided direction, training and support for new hires
· Organized, managed and maintained database and records
· Maintained an orderly appearance of the office and waiting room
· [bookmark: _GoBack]Used Medical Manager Software
COMMUNITY SERVICE ACTIVITIES
September 2013 - December 2013             Healthcare Alternative Systems                Chicago, Illinois
Volunteer Graduate Nursing Student
· Reviewed electronic health records of substance abuse population for health and wellness configuration and needs 
· Created presentations on health and wellness 
· Reviewed assessments for data collection points regarding health and wellness and social health indicators
· Provided briefings to staff on client-related issues and resources
· Linked clients with transit support and available community resources, including but not limited to: Financial, Legal, Housing, Support Services, Transportation, Medication, and Health
· Attended Intensive Outpatient, Outpatient, and Women’s group therapy 
September 2011 – March 2012		       DePaul University			          Chicago, Illinois
Volunteer Research Assistant
· Assisted professor in thesis research on the role of values in the field of community psychology and how they are translated in literature and research
· Entered, organized, managed, and coded data spreadsheets
· Analyzed and interpreted theoretical and methodological data to conduct extensive literature review
· Attended weekly research team meetings to discuss findings

January 2011 – March 2012            DePaul’s Center for Community Research          Chicago, Illinois
Volunteer Research Assistant
· Gained extensive knowledge of Oxford House community-based recovery models for addiction 
· Observed applied research and methodology involving a variety of health issues in a prestigious research-based setting
· Entered, organized, coded, and managed a large confidential database using SPSS
· Conducted statistical analysis of particular data sets
· Observed participant interviews for Oxford House research involving ex-offenders
· Attended weekly research team meetings
September 2011 – March 2012		REST Homeless Shelter		          Chicago, Illinois
Internship
· Gained awareness of a multitude of issues facing the homeless population
· Offered assistance to staff and provided support to shelter guests
· Evaluated performance enhancement and effectiveness of program 
· Engaged guests in conversation and provided a listening ear
· Provided office/administrative support 
· Assessed and identified services appropriate to meet the needs of the guests
· Observed overall structure and function of organization
March 2007 – June 2007		DePaul University		                      Chicago, Illinois
Independent Study
· Personally selected by professor to review research area and methodology of suicide among adolescent minorities
· Gathered and studied relevant literature and publications 
· Participated in weekly lab meetings and discussed research findings
· Completed research report and made oral presentation to team

SKILLS

Independent, motivated, organized, reliable, punctual and experienced individual. Excellent communication and interpersonal skills. Capable of handling multiple assignments simultaneously and prioritizing workflow with minimal supervision. Ability to work under pressure and in stressful situations. Proficiency with software such as Microsoft Excel, Outlook, Word, PowerPoint, Publisher, Apple products, Photoshop, QuickBooks, Adobe, Dropbox, GoogleDocs, and SPSS.




