Jeannine M. Walter

12915 East Louisiana Ave

Aurora, Colorado 80012

303-601-1629
JM6304@AOL.com
Objective: 

To secure a challenging position with a company that offers numerous opportunities for increasing my skills and responsibilities 
Work History:

Monaco Parkway                      Aurora, CO                                8/2007-8/2011
Central Supply

· Order medical supplies for nursing care. 

· Order feeding supplements and supplies for patients with feeding tubes.

· Modifies and discontinues orders of supplements for feeding tube patients.

· Responsible for submitting a monthly spend down sheet of all medical supply expenses.

· Maintain a running inventory of all supplies.

· Responsible for stocking storage rooms.

Staffing Coordinator

· Assign schedules for all new employees.

· Update schedules daily to accommodate for vacations and call ins.

· Meet daily with Care Managers and Director of Nursing to discuss staffing issues.

· Schedule 100+ employees within budget guidelines.

· Review daily time sheets for accuracy and return to payroll

· Answer multi-line phone system.

· Maintain attendance records.

· Initiate termination and status change paperwork.

· Customer Service for families and residents.

Cherry Creek Nursing Center        Aurora, CO                       1/2000-12/2006
Staffing Coordinator

· Assign schedules for all new employees.

· Update schedules daily to accommodate for vacations and call ins.

· Meet daily with Care Managers and Director of Nursing to discuss staffing issues.

· Schedule 100+ employees within budget guidelines.

· Review daily time sheets for accuracy and return to payroll

· Answer multi-line phone system.

· Maintain attendance records.

· Initiate termination and status change paperwork.

· Customer Service for families and residents.
Aurora Public Schools                  Aurora, CO                         8/1984-1/2000
· Controlled and monitored disruptive behaviors of students.

· Implemented programs for student with behaviors.

· Tutored students individually and in groups.

· Implemented instructional strategies to improve academics and personal safety.

· Corrected and graded student home work and class work.

· Maintained daily records of student’s behavior.

· Assisted the teacher in preparation of instructional material.
H&R Block                                        Aurora, CO                          1/1994-4/2000
Seasonal Receptionist

· Clerical skills include: typing, filing, copying, answering phones, sorting mail, data entry and maintaining office supply inventory.

· Screened clients for previous appointments and insured all basic paperwork was completed.
· Scheduled appointments.

· Ran daily reports, including daily cash balances.

· Advocated customer concerns to the office manager.
Education:
· Air Academy High School Graduate
Volunteer Work:
· Currently volunteering at the Justice Center in traffic Court, Aurora Colorado.
References and Recommendations available upon request.

