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	Objective


Seeking a job where I can utilize and apply my excellent organizational skills, experience and knowledge for the benefit of the organization
Education
Minnesota State College Southeast Technical – Winona, MN
Diploma: Medical Secretary
     Completed class work in Pharmacology, Medical Terminology, Human Anatomy and 
	     Physiology, Transcription I and II, Keyboarding, Medical Office Procedures, Word 
	     Word Processing, Business Communications  
Skills Summary
	Personal Attributes:

	Demonstrated leadership experience in a management position
Proven ability to perform tasks independently as well as a team
 Customer service experience,
Adaptable unfamiliar environments and situations,

	Software:   
	Extensive knowledge in Office Suite, Adobe Acrobat, and others.


Experience
Rainbow Health Care Inc., St. Paul, MN 
Personal Care Assistance (March 2010 – Present)

Selected Contributions:
· Provides personal care to assist residents to maintain independence and dignity with respect to activities of daily living and lifestyle.
· Provides residents nutrition and hydration in a timely manner.
· Ensure resident’s daily care is provided in a dignified manner; resident looks neat and tidy, hair is well groomed, food stains removed from face and clothes.
· Attends to residents’ toileting and pressure areas area.
· Attends to continence care as per the allocated pad system.
· Documents daily in the Daily Care Notes and charts resident observations.
· Reports any changes in resident’s condition to Clinical Care.
· Administers medication in a competent and safe manner. 
· Provides care in accordance with the Individual Resident Daily Care Sign Off Form. 
· Delivery of care in accordance with Duties List relevant for your shift.  
· Attends to Resident of the Day Documentation and any other audits.
· Work within the guidelines of a plan of care established by the client, physician or nurse.
Hal Leonard Corporation, Winona
Distribution Specialist (April 2008 –June 2010)

Selected Contributions:                      
· Located and picked product per customer order 
· Worked quickly, met company goals; worked accurately; exceed company standards for accuracy and speed
· Checked quality of product before shipment, wrapped product for shipment
· Processed rush orders and made sure customers’ needs were met

Dairy Queen, Winona, MN 
Shift Manager (April 2005–May 2008)

Selected Contributions:                      
· Shared responsibility for auditing the distribution center’s food safety program
· Supervising and educating/training new employees
· Monitoring cold chain compliance
· Monitoring product danger zone temperature levels and correcting deficiencies
· Responsible for adequate inventory and make orders if needed.
· Took food orders from customers quickly and accurately
· Assembled food orders and served customers
· Operated cash register, took cash, credit cards and checks as payment, made change


Volunteer

Lake Winona Manor, Winona, MN 

· Helped staff with activities, brought food trays to residents, helped get residents to bed
· Maintained confidential information about residents 

Available for Relocation & Travel
