Michelle A. Kenner
9103 W. 103rd Ave.

Westminster, CO   80021

303-410-9105

thekenners@gmail.com

Objective:  To obtain a part –time position.
  Summary of Qualifications
· Strategic Development and Implementation

· Time Management and Organization

· Great Customer Service and ability to Multitask

· Technical Recruiting

· Supervising staff of 20

· Payroll

· Reconciliation

· Training

· Dental Assisting

Current Employment

Para Professional
Semper Elementary/Jefferson County Schools  
September 2011 - present
As a Para Professional in Jefferson County Schools my job is to protect and teach our children.  Safety is the most important part out of everything done on a day to day basis, but also to follow our schools Mission Statement of   “We will develop a strong academic foundation, respect the differences of others, and join together to meet the challenges of tomorrow in order to actively participate in a global and diverse world.”  The day to day duties are working with children one-on-one or groups utilizing intervention blocks to help teachers create a proper foundation for future readers.  Also, general clerical duties, lunch and recess coverage.
Dental Assistant/Receptionist
Family Dentistry, Boulder, CO
January, 2010 – September 15, 2011
Duties include helping patients with great caring customer service.  Monitoring and keeping the proper records up to date for the patients and dentist.  Handle the incoming calls and scheduling appointments for recall appointments and restorative appointments.  Taking payment and applying payment to proper accounts.  Verifying insurance benefits for Preventative and Restorative cases.  Multitasking front desk and chair side assisting with the Dentist and Hygienists.  I am experienced with chair side assisting for treatments such as New Patient Exams including Full Mouth X-rays, Sealants, Fillings, Crown Prep and Crown Seats, Root canal and Extractions.  I am familiar with Bridge and Implant cases.   I am also experienced with taking digital x-rays, taking impressions for diagnostic models, night guards, bleaching trays and pouring the impressions in stone and plaster.  Experienced with all aspects of sterilization including monthly/weekly cleaning of autoclave and changing traps.  Ordering dental supplies and keeping exam rooms stocked.  

Young Dentistry for Children, Westminster, CO

Dental Assistant, July 2009 – October 2009
Duties include chair side assisting with the Dentist in all aspects of treatment for the primary patient including seating and greeting patient, explaining treatment to parents for the appointment and post-operative instructions.  Assist Dentist with placement of dental dams and blocks, topical anesthetic, retraction and suction, passing instruments and preparing cements.  Chart findings and digital x-rays using Dentrix software.  Polish and administer fluoride treatments.  Also provide oral hygiene instructions to patients and parents.  Duties included all aspects of sterilization including changing traps.

Jefferson Academy Charter School, Westminster, CO

Parent volunteer, 2007 – current
Parent Volunteers help to keep costs down and keep charter schools running.  Volunteers help to organize yearbooks, school fund raising, PTO participation, large events such as planning and cleanup, class room set up and class room help during class time 
Home Engineer
February, 2002 

I have taken time out of my career to stay at home and raise my children.  It has been wonderful spending time with them at home and I have grown to be an expert in Time Management, Organization and Negotiations.  During this time I have volunteered at the elementary school my daughter attends.
ETI Professionals, Inc., Lakewood, CO

Recruiter, March, 1999 – February, 2002
Worked with new clients and existing clients helping to meet their staffing needs.  Recruiting, interviewing and placement of Engineers, IT, Human Resources, Accountants, Administrative, Sales and Marketing, Environmental Technicians, Chemists, Biologists and Financial Analysts, within the Direct-Hire, Temp-Hire, Temporary and Contractual staffing.  Along with the recruitment within these disciplines I recruited and supervised 20 employees with the USGS on a GSA Contract.  New employee orientation and training for temporary and full-time staff working within the public and private sector companies.  
Miller International, Thornton, CO

Account Customer Service Representative, October, 1998 – March, 1999
Sales/Customer Service Support for account representatives and clients within a 10 state region in the apparel industry.  Customer Service and maintenance of apparel wholesale orders, supplies and shipping daily.  
Alternative Resources Corporation, Englewood, CO

Recruiter, February, 1998 – October, 1998
Discipline IT resumes for potential clients, matching skill sets with open job orders.  Tracing and tracking all resumes incoming via email, fax or referral.  Checked references, enter and edit personnel records, typing profiles and assisting with payroll and mail distribution.  Other duties included maintaining and scheduling IT training for the Internet or CD ROM tutorials, answering phones, weekly reports, and daily filing, copying and assembling new employee files.  Assisting the payroll department to help calculate hours on employee time cards and entering them into the database for payroll distribution.
Education
Colorado School of Dental Assisting, 2009

Rocky Mountain CPR, 2010
Fort Lewis College, Durango
Technical Skills
Certified Dental Assistant

CPR First Aide
Dentrix Software
Email

Fax/Copier

Multiple Phone Line System

Credit Card Machine

Cash Register/Reconciliation

Payroll

