Dawn M. Maybin

1036 Spring Valley Ct. Fort Washington, MD 20744 ۰ (301) 385-4485 ۰ Dmaybin83@gmail.com
___________________________________________________________________________________

Summary:  Self-motivated, Costumer Service driven team leader. Personable goal oriented professional with strong communication skills that can function effectively in a high demand, dynamic environment with precision and accuracy to exceed outcomes.
_______________________________________________________________________________
Professional Experience:

Inova Health System, Falls Church, VA                                                               
Interim Manager/Sr. Staffing Coordinator (Inova Temps/Professional Practice)

December 2014 - Present
· Tasked to revamp new team
· Developed new system to go paperless
· Partnered with companies to develop new system staffing software to improve reporting, eliminate error, exceed outcomes and best practice
· Developed new staffing request procedure/forms to unify systems
· Implemented new orientation documents and procedures to onboard with ease
Sr. Staffing Coordinator (Human Resources/Inova Temps)
July 2008 - Present               
· Staffing Contract Manager
· Assist with contract creations 

· Negotiate Bill Rates
· Correspond with upper management to predict staffing needs
· Recruit from agencies for open Temporary Nursing & Allied positions
· Screen Résumé’s and schedule interviews for Nursing and Allied Health
· Conduct Orientation (Healthstream, schedule, and INOVA policies & procedures) for Nursing and Allied
· Ensure staff maintain 100% compliant with JCAHO established rules and regulations

· Input data into self-created systems

· Prepare, maintain, and file documents 
· Audit files and report on findings

· Meet with staffing agencies weekly to report  progress
· Research information for weekly reports
· Resolve day to day issues
Staffing Coordinator (Human Resources/ Inova Temps.)
November 2006 - July 2008
· Provide administrative support to Department

· Correspond with RN staffing agencies and all INOVA facilities to successfully staff hospitals

· Successfully conduct orientation for all RN’s

· Ensure RN staff maintain compliant with JCAHO established rules and regulations
· Input data into self-created systems

· Prepare, maintain, and file documents
· Audit files and report on findings
Northern VA Mental Health Institute, Falls Church, VA

Administrative Assistant/Scheduling

October 2005 - November 2006
· Provide administrative support to the Transportation Department 
· Input data into self- created systems 

· Prepare and maintain MS Word and Excel Documents 

· Schedule patient doctor appointments and transports 

· Collaborate with unit managers to maintain schedules for staff 

· Track department production 

· Collect data and prepare final reports to submit to supervisor

· Order supplies for the department

· Copy and fax documents using office machines 

· Prepare , maintain, file documents for the department 

· Make travel arrangements 

· Use discretion and judgment to resolve transportation and scheduling problems 
_______________________________________________________________________________
Education: 
2001 – 2002 (Biology Major)

Prince Georges Community College

Largo, Maryland

_______________________________________________________________________________
Awards/ Special recognition: 
2013 True North Recognition of Excellence “Top Performers”
    



2006 - Present 100% JCAHO Compliance
Reference available upon request
