Joyce Pokorny
644 Olympia Ave Longmont, Co 80501
303-501-5660
jppokorny@hotmail.com
 
I am interested in an opportunity in an office or medical environment so I can utilize my education and experiences.  I work very well with people, am compassionate, sensitive and have an understanding from a patient view.  I am thorough and have excellent communication, management and organization skills.  I fully understand the priority of confidentiality and the critical nature of all communization and material in a medical area.
I work with integrity and a sense of urgency and believe I can bring a positive influence to any area. 
Brief summary of experience, recent to past. 
· During Bachelor of Registered Nurse Program 2009 - 2012
Patient interaction in various settings such as clinics, assisted living facilities, schools and hospital units. I have multiple hours as a nursing student in a clinical setting that allowed a facilitation of skills learned, some examples are blood draws, administration of medications, IV starts, catheter insertions, and feeding tube placement.  See ‘Education’ section.
· Newcastle Properties Inc   2001 - 2004
Property Manager Responsibilities:  Managed all aspects of apartment leasing. This included finances, drafting and negotiating all lease agreements, resident screening, collections and eviction process. Was the primary interface between the residents and housing authority and property Management Company.  Represented Management Company and the owner in all areas of business issues with customer satisfaction as a focus.  Maintained property grounds and scheduled all contractor contracts. Managed leasing office, maintenance dept, and housekeeping personnel. This involved all aspects of hiring and termination of personnel. I managed 220 units which included advertising, service and repair scheduling, and grounds maintenance. My main responsibility was assisting owners with annual budget including payroll, property building and equipment, property renovations, and repairs.   Managed office during normal business hours and was on call in the evening and weekends. 
· Onsite Property Management  1998 - 2001
Managed all aspects of property management and leasing. This included finances, drafting and negotiating all lease agreements, resident screening, collections and eviction process. Was the primary interface between both the residents and the owner in all areas of business issues with customer satisfaction as a focus. 				
Responsibilities: Managed all aspects of apartment leasing. This included finances, drafting and negotiating all lease agreements, resident screening, collections and eviction process. Was the primary interface between both the residents and housing authority, representing the owner in all areas of business issues and customer satisfaction. Maintained property grounds and scheduled all contractor visits. 
Admin responsibilities: scheduling apartment maintenance with 3rd party vendors, preparing all documentation for purchasing and inventory.   Office responsibilities included sending and receiving faxes, answering business phone, documentation and office management.
Education
2003 – 2004 (Part-time evenings) - University of Colorado at Boulder
2005 – Graduated 2008 (Full-time) - Metropolitan State University of Denver, Bachelor of Arts Major: Biology Minor: Psychology
2009 – 2012 - Fort Hays State University, entered into Bachelor of Registered Nurse Program
Courses taken: 
Nursing Pre-Requisites: Nursing Fundamentals, Foundations of Nursing, Math Calc for Drug Admin, 
Major: Pathophysiology I and II, Nursing Skills Lab, Nursing Practicum, Health Care Ethics, Health Care Legal Aspects, Nursing Inquiry, Older Adult & the Family in Retirement, Health Care System, Policy, and Cost,  Healthcare Legal Aspects, Pharmacology, and Nursing Concepts. List of additional courses taken provided upon request. 
Certified Nursing Assistant Certificate
Related Skills
Strong Customer Service Skills
Time Management
Interaction and teaming (Doctor, Nurse, Patient interaction, customer/internal and external)
Communication – excellent written, verbal, proficient in medical terminology
 



