 JAMILLA WHEELOCK

         990 Tucson

 Aurora, Colorado 80111

 Mobile (720)435-2449
                                                                 Email: wheelockjamilla@gmail.com
Objective:

To obtain a challenging and growth oriented opportunity where my skills and experience can be effectively utilized

For increased profitability

R & P Holdings -   Foreclosure processer 

 09/2011- 02/2012

Process of legal Documents
Billing 
 Quen World - Administrative Assistant

  01/2009 – 08/2011   Denver Colorado
Responsible for File, Client Management

Set appointments, Co-Manage the budget, and receive phone calls

Columbine Family Physicians - Medical Assistant and Scope X-Ray Technician

Aug. 2010 – Nov. 2010   Denver, CO

   480 hours externship

   Duties included front office phones, scheduling appointments, patient flow management and customer service.

    Back office consisted of injection and blood draws, EKG’s, patient intake and charting and X-rays.

   Other duties involved assisting doctor with stitches, bandaging and wound cleaning.

Residential Care Home Care – Home care worker 
Oct. 2009 – Nov. 2010 Greenwood Village, CO

 Assisted and was responsible for the safety of the residents, which included bathing, running errands and any other

Daily Routines
Ridge Hill Apartments – Leasing Consultant 
April 2007 – Feb. 2008   Aurora, CO

 Created a safe environment for residents by setting up daily appointments, co-managing the apartment budget,

 Handling communications with satellite office as well as managing files.

Education

 Anthem College

Graduate in Limited Scope X-Ray Technology Graduated Aug. 2010

 Community College of Denver

Associates degree in Sociology Present

Skills

· Exceptional versatility and adaptability.
· Proficient in Word Products
· Training in X-ray positioning, injections, immunizations, venipuncture, bandaging, and urinalysis
· Basic office duties including scheduling and answering phones.
· Excellent customer service skills and experience.
· Strong organizational skills and detailed oriented.

· Possess leadership, communication, motivational skills.
· Excellent multi-tasking abilities in a pressured environment.                          
· Dedication and driven as a hard working individual.
References available upon request

