Nancy L. Slager

1718 Forest Cove Apt#306

Mt. Prospect, IL 60056

(847)593-0018

OBJECTIVE: To find a job with a growing company where I can utilize my work skills.

EXPERIENCE: 

Countryside Associates, Palatine, IL 08/2004-04/2007

Training Specialist

*Provide educational guidance, vocational and family counseling

*Assist individuals to make career decisions

*Demonstrate good written and oral communication skills

*Create documents, compile and maintain records including time sheets, performance on objectives assessments, incidents reports, accident-illness-seizure documentation, etc

* Evaluate client educational skills, training and work history

* Providing supervision and guidance in a workshop setting supervising the individuals completing work activities, providing quality assurance to finish work

Hampton Plaza Nursing Home, Niles, IL 03/2002-12/2003

Social Service Aid

*Collect and analyze patient information to help other health professions understand the needs

of patients and their families

*Update residents progress and accountability reports according to established deadliness

*Counsel patient to ensure a smooth transition into a new environment

*Help to develop an individualized plan of care for health and emotional needs

*Hold monthly meeting with staff and resident family

Rush St. Lukes Medical Center, Chicago IL 04/1980-07/1994 

Data Entry Operator

*Collect patient insurance information to ensure that treatment and length of stay are appropriate

and cost-effective

*Responsible for creating and maintaining systems of organization and storage of files

*Work with nursing staff to update all health information into hospital computer system

*Identify every patient file, plus information on insurance carriers

*Have strong organization skill, able to multitask 

Gelderman Brokers, Chicago IL 1979-1980

Secretary

* Create documents, compile and maintain records, prepare journal entries

* Prepare incoming and outgoing mail

* Plan meetings and make travel arrangements, prepare payment vouchers

*Handle medical and dental forms

EDUCATION: Alvernia High School, Chicago IL.  

