VIRGINIA ANN DISSETTE, CHCP
445 North 10th Avenue, Brighton, Colorado 80601

Home: 720-685-9504

Cell: 720-312-3560

vdissette@gmail.com
QUALIFICATIONS SUMMARY
Administrative and Project Support Professional with experience working in fast-paced environments demanding strong, organized, technical and interpersonal skills and discretion:  Trustworthy, ethical, discreet and committed to superior customer service.  Confident and poised in interactions with individuals at all levels; detail-oriented and resourceful in completing projects; able to multi-task effectively.  Skills include:  

	- AP/AR; Expense/PO/Invoice Reconciliation
	- Package Shipping (UPS/FedEx)

	- Appointment/Meeting Scheduling 
	- Payroll/Timecard Administration

	- Budget Development Assistance Management
	- Professional Phone Etiquette

	- Conference Planning & Support
	- Proofreading/Editing/Content Analysis & Revision

	- Database data entry/maintenance
	- Resource Availability/Problem Solving

	- Data Collection and Collation
	- Sharepoint

	- Data and Report Analysis
	- Spreadsheet Development & Management

	- Expense Reconciliation
	- Staff Orientation, Training & Supervision

	- Filing & Data Archiving, SharePoint
	- Standard Office Equipment Operation/Maintenance

	- Flexibility
	- Telephone/Switchboard (VOIP) Operation                                          

	- Meeting/Committee Development & Support
	- Travel Planning & Coordination

	- Microsoft: Access, Excel, OneNote, PowerPoint, Visio, Word
	- XML / McKesson Forms Designer (proprietary product) - 65+ WPM Typing Speed

	
	


EXPERIENCE HIGHLIGHTS
Administrative Support/Customer Service

· Provided administrative support to middle and upper management, to include scheduling and coordination of meetings, conferences and events.  Attended meetings and conferences as administrative support to chair.  Provided assistance in preparation and distribution of agendas and meeting materials; transcription of meeting minutes; follow-up, completion and documentation of action items.  Developed a job aid manual for administrative support as well as job aids for new staff to assist in maneuvering through various computer applications. 
· Reviewed and analyzed policies, by-laws, rules and regulations, and other governing documents and provided requested documentation or information to managers and directors as requested.
· Gathered information and confirmed accuracy through communications with management and subject matter experts (SMEs) to create forms, policies, procedural guidelines, rules and regulations, by-laws, minutes, correspondence/memos.  Utilized Microsoft Office products (Access, Excel, PowerPoint, Visio, and Word) to develop documents, forms, etc.
· Published documents on SharePoint and other intranet informational websites.

· Read and scored standardized academic achievement tests in the subject of reading comprehension; passed weekly scorecard requirements to qualify as reader/scorer.

· Booked conferences (in and out of state) to include travel (airlines, accommodations, ground transport, itinerary preparation).  Coordinated group receptions and dinners for conference attendees (working with hotel staff to determine venue, menu, etc.). 
· Provided reception/switchboard/customer service support to include filing, document preparation, mail preparation/distribution, package preparation and delivery scheduling.  Provided directions, information, resources and/or assisted in the troubleshooting and/or resolution of issues presented by visitors and management.  Greeted and escorted guests with appointments to appropriate personnel or meeting venue.
Management & Supervision

· Managed upkeep of all office equipment and ordering of supplies, etc. for my immediate department, as well as for areas and offices under the jurisdiction of my department.
· Administered all applicable SharePoint websites.  Secured the confidentiality of information posted to select areas by determining appropriate and proper access provided to employees, clinical, allied and medical staff.
· Annually collected dues from all eligible staff members.  Administered dues fund (and associated corporation), to include:  AP/AR, scheduling, preparation and timely electronic mailing of meeting notices with agendas and minutes of the previous meeting.  Prepared and e-filed annual corporate
report to the State of Colorado Division of Corporations.  Collected all appropriate tax documentation and delivered to the corporation’s attorney for filing of annual taxes.
· Directed AV and Catering staff in the set-up of all meeting rooms and conferences.
· Directed activities of all department volunteers in any filing, scanning and data entry projects. And their assistance in weekly summer barbeque lunches for the medical staff.

· Developed and coordinated the Continuing Medical Education program at two hospitals (EGSMC and PVH).  For both hospitals, obtained initial and/or subsequent full accreditation by the Colorado Medical Society and Accreditation Council for Continuing Medical Education.  Also obtained full CME accreditation for Exempla Healthcare.  Received commendation on several required elements at each accreditation survey.
· Coordinated and conducted weekly educational activities for the medical staff, to include determining educational needs of the physicians (through discussion with subject matter experts, medical staff leadership, medical research, etc.).

· Interviewed and scheduled speakers/faculty to educate on requested materials. 
· Scheduled conference rooms and caterings, provided educational materials to conference attendees.

· Assessed the success of educational activities, through development of evaluation forms provided at activities and subsequent analysis of the evaluation data and feedback provided by attendees.  Utilized data provided to determine the effectiveness of speakers/faculty and need for additional education.   
· Educated CME Committee members (physicians and clinical staff) on mandatory accreditation elements, standards and policies required by the hospital, Accreditation Council for CME and Colorado Medical Society. 
EMPLOYMENT HISTORY

· Contractual Administrative Assistant/Project Assistant – Apex Systems, Inc., Denver, CO and
Robert Half Office Team, Boulder, CO (Nov. 2013 to Present).  Assignments included: Kaiser 

Permanente, Clinical Informatics and Decision Support; McKesson Healthcare Solutions; Zoll Data; Vaisala; City of Boulder Water & Sewer; Boulder County Mental Health; Gaiam; Boulder County Water Testing Lab; Stoller, Inc.; Measured Progress
· Administrative Assistant/CME Coordinator – Exempla Good Samaritan Medical Center, Lafayette, CO (April 2005 to November 2013).
· Contractual Administrative/Legal/Project Assistant – Abbtech and Westaff agencies, Denver, CO.  
Assignments included:  United States Air Force (Lowry AFB/DFAS); Attorneys – George Browning & Assocs. (house council for State Farm Ins. Co.)
· Administrative Assistant – University Physicians, Inc., Aurora, CO.  (Admin. Asst. to dept. chair, 

University of Colorado Health Sciences Center/University of Colorado School of Medicine)
· CME Coordinator/Medical Staff Specialist – Poudre Valley Hospital, Ft. Collins, CO.
· Administrative Assistant/Receptionist – Poudre Valley Hospital Homecare, Ft. Collins, CO.
· Contractual Administrative Assistant/Legal Assistant – Western Staff Services, SOS Staffing, Ft. Collins, CO.  Assignments included:  Poudre Valley Hospital Homecare; MailData Services
· PIP-MPC Claim Expediter/Claim Service Assistant – State Farm Insurance Claims, Denver, CO. 
· Legal Assistant – Radetsky & Shapiro (Denver, CO); Fisher & Wilmarth (Ft. Collins, CO), Michael Manning and Gene Timmermans (Ft. Collins, CO).
EDUCATION
CHCP (Certified Healthcare CPD Professional) - certified 12/2008; recertified 12/2013 through 12/2016
Front Range Community College (f/k/a Larimer County Voc-Tech) – Ft. Collins, Colorado

Wright State University, School of Nursing - Dayton, Ohio

Ft. Collins High School – Ft. Collins, Colorado

COMMUNITY INVOLVEMENT / MEMBERSHIPS

Volunteer, Adams County Fair (annually)

Secretary, Colorado Cherokee Trail Chapter/Oregon California Trail Association


Member, Oregon California Trail Association 
Member, Alliance for Continuing Education in the Health Professions (ACEHP)
