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SUMMARY

 PBX/Receptionist professional with 10 years experience.  Sterile Processing Technician professional with 5 years experience.  Operate switchboard to relay incoming, outgoing, and interoffice calls. With a highly motivated and team player. Prepare, sterilize, install and healthcare instruments and equipment.

PROFESSIONAL SKILLS

People Soft			Tester 			            Switchboard 10-75 lines
Care Fusion	 		Autoclave 			Fax Machine 	
Impress 			Washers 			Copier 	
Microsystems			Ultrasonic Washers 		Postage Meter 
Word 				Cart Washer 			Filing	
Excel 			            Biological Readings		Alphabet
Outlook 			Bowie Dick test		Numbers


EXPERIENCE:

American Mobile Healthcare, San Diego CA		         2013-Present
Travel Sterile Processing Tech
· Handle all the cast carts to OR/SDS  60 rooms.
· Pick up dead totes
· Put away soft goods
· Delivery soft goods to proper cast carts for surgeries
· Put away trays to proper home
· Put away peel packs to proper home
· Stock up the OR rooms after surgeries


Kelly Services, Boulder, CO						2011-Present
Administration Audit
· Go through resumes to see if they were qualified.
· Write codes for each person to Human Resources.
Tester
· Take medical instruments testing through heat.
· Test the handles for pressure.

Nurse Finders, Denver, CO						Present
Sterile Processing Tech
· Clean instruments to prepare them for sterilization.
· Operate and maintain steam autoclaves, keeping records of loads completed,
· Organize and assemble routine or specialty surgical instrument trays or other sterilized supplies.

PBX Operator
· Answer incoming calls, outgoing calls, transferring calls.
· Route emergency call appropriately.
· Paging interoffice communication equipment.
· Perform clerical duties, such as typing and sorting mail.
· Faxing and Coping
Medical Records File Clerk
· Protect the security of medical records to ensure that confidentiality is maintained.
· Retrieve patient medical records for physicians, technicians or medical personnel.


SUNDANCE MANAGEMENT AND BOOKING AGENCY                       2009-Present
Office Manager
· Answer telephone.
· Communicate with venues and individuals.
· Answer and sending out emails.
· Arrange appointments and manage calendars.


CHILDREN’S HOSPITAL							    2000-2008
   Sterile Processing Tech 1
· Clean instruments to prepare them for surgeries.
· Operate and maintain steam autoclaves, keeping records of loads completed.
· Examine equipment to detect leaks, worn or loose parts, or other indications or disrepair.
· Record sterilizer test results.
· Report defective equipment to appropriate supervisor or staff.

    PBX Operator
· Operate communication systems, such a switchboard.
· Answer incoming calls, transferring calls.
· Route emergency calls appropriately.
· Monitor alarm systems to ensure the secure conditions.
· Safety procedures.
· On-Call procedures.


EDUCATION	
	NORTH COLLEGE HILL HIGH SCHOOL, CINCINNATI, OH     		1981
            DIAMOND OAKS VOCATIONAL CENTER, CINCINNATI, OH		1981
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