
Loletha D. Bates  
1388 Progress Ave.
Lincoln Park, MI 48146

Home: 313.378.4309

juslola@gmail.com
Objective:
I am a pleasant professional individual seeking a position where I can utilize my skills in a company with opportunity for growth and advancement.

PROFESSIONAL WORK EXPERIENCE:
Henry Ford Health System

April 2012 –present. Unit Secretary, Wyandotte, MI 

Physician order entry, Data entry of patient information, Answer phones 

Schedule appointments; Admit/Discharge Patients; In charge of patient charts on Unit.

The Guidance Center

June 2010-Contingent. Personal Assistant (Developmental Disable), Southgate, MI

Offer support to families or individual with developmental disability with their day to day live; write narrative reports at end of each shift.
Temporary School Staff
October 2008 – 2009 Substitute Teacher, Lincoln Park/Allen Park School District Instruct students in a classroom setting
Harper Hospital 

April 2003 – 2011. Telemetry Associate/ Unit Clerk, Detroit, MI 

Physician order entry, Data entry of patient information, Answer phones 

Schedule appointments; Admit/Discharge Patients; In charge of patient charts on Unit; Monitor patient telemetry monitors.
Advanced Telephone Promotions 

March 2001 - June 2001. Telephone customer service, Southgate, MI 

Sold extended warranties to current ABC Warehouse customers over the telephone.

Borders Books Store 

August 2000 - March 2001. Book Seller, Dearborn, MI 

Sell and order books for customers.

Kelly Temporary Service 

January 1999 - 2002 Telecommunication/Sort and File, Allen Park, MI 

Made calls to residential homes and businesses/Prepared company files.

Additional Experience:
Stanford House

September 2009 Volunteer, Dearborn, MI

Mentor and Inspire women through direct and indirect contact

Vista Maria
February 2008 – September 2008. Volunteer. Mentor. Dearborn, MI

Mentor young girls through direct and indirect contact
Education:
Capella University

February 2014 Currently pursuing Masters in Marriage and Family Counseling/Therapy, Minneapolis, MN
University of Phoenix 

March 30, 2009 Bachelor of Science in Psychology, Phoenix, AZ  

Madonna University 

Sociology Livonia, MI 

1999 Pursued Bachelor in Sociology

Wayne County Community College 

June 16, 1996 Associates of Arts Degree, Taylor, MI

The Red Cross 

CPR 
KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge 

· Knowledge of and a proficiency in using Computer and Microsoft Office applications (Word, Citrix, Link, Excel, Access, Outlook, PowerPoint), and Internet.

Skills
· Excellent time management, planning and forward-thinking skills.

· Self-motivated and a professional attitude.

· Excellent communication and listening skills.

· Excellent team building, customer service, and interpersonal skills.

· Good decision making skills, very organized and detail oriented.

· Typing, 58 wpm

· CPI (Crisis Prevention Institute)

Abilities 

· Ability to read and interpret documents.  

· Ability to Transcribe Doctor orders
References:
 Available upon request.
