Jane M. borgen
2303 Schmidt CT SE  Rochester, MN 55904  507-250-0436  janeyb2010@hotmail.com
Office Manager/Assistant
Dedicated and technically skilled business professional with a versatile administrative support skill set developed through experience as an office manager, secretary, administrative assistant and office clerk, sales and service.
Excel in resolving employer challenges with innovative solutions, systems and process improvements proven to increase efficiency, customer satisfaction and the bottom line.
Offer advanced skills in health care applications/database programs.
Key Skills
	Office Management
Teambuilding & Supervision
Staff Development & Training
Policies & Procedures Manuals
	Report & Document Preparation
Spreadsheet & Database Creation
Accounts Payable/Receivable
Bookkeeping & Payroll 
	Records Management
Meeting & Event Planning
Inventory Management
Expense Reduction


Experience
	Mayo Clinic Rochester, MN
	1999 to Jan 2010


Office Assistant, 2004 to January 2010
Nurse Manager Secretary Assistant, 2000 to 2004
Patient Care Assistant, 1999 0ctober to 2000
Promoted during 10-year tenure with Mayo Clinic, Given a trip award for high achievement in the department of Nursing for innovative ideas. Worked daily with a team of Administrators and Professionals Results:
Developed efficiency-enhancing workflow/process improvements that made it possible to track high risk Cardiac patients that the Clinical Nurse Specialists followed daily. 
Decreased office expenditures by implementing needed controls on stock/supplies and standardizing ordering procedures.
Communicated daily with team and managed calendars/ meetings appropriately. 
	
Heartland Home Care/Hospice
	
2008-2010


Volunteer Coordinator/Community Advocate
Served as executive team member on the health care team.  Handled all recruitment and training. functioned as primary liaison to customers and volunteers.Ensured a consistently positive customer experience. Results:
Helped drive a negative % in volunteer status for Heartland to an  increase in above minimum requirement 5%. This is mandated by the National standards in Hospice. For one year I maintained above 5% and averaged 9-10% monthly. I started in the negative .001%. 
Created automated website for volunteers to sign up as I networked with United Way. 
Earned a reputation for maintaining a positive attitude and producing high-quality work.
Education
	Winona State University, Rochester MN 55904
	2005


Bachelors in Professional Studies/Minor in Sociology
Associates Degree Human Services Specialist Degree: Rochester Community Technichal College	2001
Riverland Community and Technichal College: Human Services Tech Degree, Nursing Asst	1999

