Jamie Williams
PO Box 71 Ephrata, WA 98823 (206) 914-5276 Jamiew2112.jw@gmail.com


Qualifications

· Outstanding customer service aptitude
· Computer and Internet proficient to include standard office software (Word, Excel, Outlook and AS400 system)
· Ability to effectively perform multiple tasks simultaneously in a high stress environment 
· Successfully communicate directly and clearly, both written and verbal
· Capable of maintaining confidentiality while working with sensitive materials 
·  Ability to master new concepts, ideas and practices
· Self-motivated, honest, reliable and quick to learn
· Strict attention to detail
· Knowledgeable and competent in the operation of all business office machinery


Experience

Elderly Caregiver    						March 2012 to December 2012
Spokane, WA

· Patient care advocate
· Assist with walking and physical therapy activities
· Management of symptoms
· Plan and prepare meals, followed by clean-up
· Provide medication and educate client on uses of such
· Escort on doctor appointments
· Housekeeping duties
· Record daily care notes
· Assist with bathing, dressing and grooming
· Companionship
· Run errands as needed


Lead Surgical Technologist    					March 2007 to October 2010
Lifestyle Lift, Seattle WA

· Assist physicians during surgical/facial laser procedures
·  In charge of daily work schedule for 4 other surgical technologists
· Responsible for ordering and maintaining all inventory of clinical and surgical supplies, equipment and instruments
· Acting liaison between front and back office staff, support day-to-day needs of all the physicians and techs
· Consult with physicians on diagnosis; provide all patient education and awareness both pre and post-operative by answering questions in person and by phone. Schedule all follow up appointments and call in drug refills to pharmacy.
· Review patient’s chart for medical conditions and allergies, take vital signs and escort patients before and after surgery. Apply all post-op bandages. Discharge patients with proper wound care, medication and diet instructions.
· Prepare instruments, equipment and appropriate drugs needed for surgical procedures according to Surgeons specifications. Witness signing of all proper surgical consent forms and administer pre-op medications.
· Change bandages, remove post-op sutures and assist physicians with clinical procedures. Take all before and after photos.
· Clean, package and autoclave instruments for use, set up surgical trays with proper sterile instruments and supplies. Provide room turn over as well as restocking of all surgery suites.
· Assist and provide circulating services requested by the Surgeon during procedures
· Received numerous commendations from clients and staff for providing exceptional customer care and kindness.  Always strive to make patients feel comfortable and calm during procedures. 


Warehouse Receiving Office Manager   	                     September 2001 to December 2003
Cascade West Sportswear, Seattle WA                        

· Assist Director of Operations with various tasks and follow-through as necessary
· Export documentation and tracking of raw goods shipments to Mexico
· Build daily shipping manifests using Excel and distribute to Brokers at Mexican border and inter-company personnel
· Work with Brokers directly and in a timely manner on any shipping problems that may occur
·     Responsible for receiving all raw goods into inventory, moving consumed goods out of inventory and inputting any inventory adjustments using the AS400 system. Supplying all daily reports of these transactions to Purchasing and Accounts Payable departments.
· Solely responsible for training any new department employees
· Process, audit and correct daily logs of incoming products. Communicate successfully with Receiving personnel when discrepancies arise.
·  Maintain daily shortage report alerting all departments of product needed to produce finished goods on schedule. Alert Order Selecting department of any changes made to finished goods that require their changing their pulling requirements.
· Track shipments via internet and phone, from pick up of product to delivery at destination and managing any problems that possibly arose in that process.
· Manage and maintain all office files to include monthly close outs. 
· Answer incoming calls, directing caller to appropriate person or answering questions concerning department’s actions, researching records and files when necessary.
· Sort and deliver incoming mail and documents to proper department personnel


Administrative Assistant to Medical Director    	     September 2000 to September 2001
Aetna, Seattle WA

· Sole support to Medical Director and Provider Relations team of 19 people
· Prepare physician contracts, coordinate calendars to arrange meetings, conference calls and maintain all physician files
· Process bulk mailings and general correspondence, facilitate travel arrangements, answer and dispatch incoming calls as well as disperse all incoming department mail
· Oversee expense reporting and approval process for department
· Order entire departments office supplies and special items
· Set up new employee workstations by coordinating with other departments on the installation of computer/laptops, phones and required supplies. Instruct new employees on how systems work and general department protocol. Research and request system access and changes for entire team.
· Assist department personnel with projects and activities, keep all areas within the department neat and orderly
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Warehouse Receiving Office Manager    			June 1998 to September 2000
        Cascade West Sportswear, Seattle WA                        

· Export documentation and tracking of raw goods shipments to Mexico
· Build daily shipping manifests using Excel and distribute to Brokers at Mexican border and inter-company personnel
· Work with Brokers directly and in a timely manner on any shipping problems or variations that may occur
·     Responsible for receiving all raw goods into inventory, moving consumed goods out of inventory and inputting any inventory adjustments using AS400 system. Supplying all daily reports of these transactions to Purchasing and Accounts Payable departments.
· Solely responsible for training any new department employees
· Process, audit and correct daily logs of incoming products. Communicate successfully with Receiving personnel when discrepancies emerge.
·  Maintain daily shortage report alerting all departments of product needed to produce finished goods on schedule. Alert Order Selecting department of any changes made to finished goods that require their changing their pulling requirements.
· Track shipments via internet and phone, from pick up of product to delivery at destination and handling any problems that possibly arose in that process
· Manage and maintain all office files to include monthly close outs. 
· Answer incoming calls, directing caller to appropriate person or answering questions concerning department’s actions, researching records and files when necessary.
· Sort and deliver incoming mail and documents to proper department personnel


Order Selector/Receiving Office Assistant     		            May 1994 to December 1995
	  Cascade West Sportswear, Seattle WA

· Stock shelves and pull orders in Findings department to complete daily orders
· Set up and maintain all office files
· Complete and oversee daily shortage report using Excel
· Sort and deliver all inter-company mail
· Inventory control
· Help in warehouse with various tasks as needed


Education

Renton Technical College, Surgical Technologist Certificate with Honors – 2006
Seattle Central Community College, Anatomy and Physiology – 2004
Trend College, Business Information Processing – 1991-1992



References Available Upon Request

