Michelle Batham
5487 South Park Drive

Savage, MN 55378

Phone: 763 350 6770
mptabibi@hotmail.com
SUMMARY:

To have a professional career with an organization that can utilize my background in administrative, financials, counseling, and communication skills to reach its financial goals.
EDUCATION:

Bachelor of Arts, Graduated in June 1999. Hamline University, St. Paul, MN.

Double Major: Anthropology and Environmental Studies. GPA: 3.047

SPECIAL SKILLS:

· Fluent Spanish Speaker

· Ability to work well with culturally diverse populations

· Knowledge of Microsoft Office, PowerPoint, and Internet

· Understanding of medical terminology

· Excellent communication and organizational skills

· Experience in a professional office setting.
EXPERIENCE:
Self employed, managing  residential properties. April 2011 to present.
· Find prospective tenants.

· Run background checks.

· Call previous landlords for references.

· Pay all bills, including property taxes, association dues, and mortgages.
· Keep records of all expenses and income on and excel spreadsheet.

· Collect rent.

· Make arrangements for repairs and maintenance.

Auburn Manor, Chaska, MN Nursing Assistant. March 2009 to March 2010.

· Cared for emotional and physical needs of residents.

Rackmaster Systems (through ProStaff) Shakopee, MN Administrative Assistant. September 2006 to February 2008.
· Entered payments and bills for Accounts Payable and Receivable
· Called and e-mailed clients for collections
· Managed 5 phone lines
· Entered data into Epicor
Long Term Care Group, Eden Prairie, MN Administrative Assistant. December 2005 to February 2006 Woodbury, MN Processor.  February 2006 to July 2006
· Find missing information on the internet to complete applications.

· Write letters requesting information.

· Various projects as assigned.
· Write and QA letters, find the necessary forms and information to go with them.

· Call facilities to request that they send in missing information.

· Distribute printed mail.

Quest Diagnostics, New Brighton, MN Cyto Prep Tech I February 2005 to September 2005.

· Open and sort specimens according to type and place of origin.

· Made slides using a thinprep machine.

BioLife, Coon Rapids, MN   Medical Historian, May 2004 to January 2005

· Screened clients using eligibility guidelines.

· Collected and analyzed blood samples for protein and hematocrit levels.

· Gained experience working with people from diverse social and economic backgrounds.
