
Shelby J. Cook
	
	Professional Experience

	Comfort Keepers
Home Health Aide
2007-2012
	Responsibilities:

· Supervise in-home exercise programs, including “range of motion” exercises.
· Assist with personal care activities essential to improving overall hygiene and health.
· Perform household services in the client’s home, laundry and other light housekeeping chores.

· Prepare modified diets as diabetic, low sodium diets to promote a healthy diet and lifestyle.

· Provide companionship through social and emotional support activities such as talking, listening and interacting on a social level.

· Promoting the client’s mental alertness through involvement in activities of their interest.

· Accompanying client on walks, community trips, doctor visits, bank, beauty salon, etc.

	Metro Shell
Customer Service Attendant
2005-2007
	Responsibilities:

· Provide friendly service while processing purchases in an expeditious and accurate manner.
· Increasing monthly promotion participation through word of mouth and display marketing.
· Maintaining the cleanliness and overall look of the store with daily cleaning routines, front facing, and/or stocking of shelves.

	Lutheran Social Services

Direct Support Professional

2003-2004
	Responsibilities:

· Maintain living environment in accordance with D.D.A. regulations and health department standards.
· Plan, assist, and participate in community outings with one or more residents to include visiting family and friends, church activities, traveling to restaurants, stores, and other outings.

· Prepare meals in accordance with the health requirements of the residents.

· Assist with daily living skills, such as lifting, transferring, toileting, personal hygiene, bathing, laundry, and cooking.

· Complete documentation and paperwork as assigned, such as incident reports, outcomes, and charting on the residents.

	Micro-Tech

Receptionist, Accounting Assistant

2002-2003
	Responsibilities:

· Answer and transfer phone calls in a prompt and friendly manner.
· Enter accounting data as needed to ensure invoices and payments were entered accurately and efficiently.

· Daily mail for company and assist with mass mailers to maximize exposure.

	
	Education

	
	· Inver Hills Community College, Inver Grove Heights, Minnesota
· Coursework toward: Registered Nursing
· Wayzata Senior High School, Plymouth, MN
· High School Diploma 2003.

	Skills
	· Certified Nursing Assistant.

· Home Health Aide Certificate.

· Microsoft Office, Work, Xcel, Windows XP, Great Plains Accounting Software.

· Mass mailings capability.

· Multi-line phone system, Fax and copy machine skills.
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