Resume
Personal Profile

I am a compassionate, driven, trustworthy and caring individual. I try and maintain a sense of " walking in another persons shoes". I take my job of providing a service to others seriously, it is important to me to be successful in my career. I am very dertimined individual, and care greatly for the families and employes I work with. I believe that every person deserves to experience love! respect, and emotionL connections to others. I value having a close working relationship with individuals and families I support.

 I have been rised in a Christian based family of " do gooders", nurses, social workers, childcare providers, law enforcement & government officials. I knew I was driven by my innate sense of compassion for others. I worked as a foster parent providing care for adult/children with developmental diagnosis and mental illness. I also have significant experience with adults and children who have experienced trauma. I have continued my experience with children with disabilities and worked with families from a different angle I also expanded my knowledge of community service providers through this position. Having refreshed my courses in CPR/ FIRST AID, recipient rights , and knowledge of self determination . I feel excited and inspired to assist others in reaching their potential.
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Objective

Entry level health position or Front desk/Customer-service position / Massage therapist

Highlights of Qualifications

Experienced certified nursing assistant with 13 years experience

· Excellent clinical, customer service and communication skills

· Ability to quickly learn new concepts and skills

· Knowledge of medical terminology and infection control standards

· Excellent verbal and writing skills

· Experienced in environmental emergencies: preventing, preparing & responding.

· Proficient in safety procedures

· Proficient in basic skills bathing, shaving, bed making, feeding, distributing and passing medications , vital signs as ordered

· Charts effectively

Certification

CPR and First Aid Certification, completed July 2012

· Certified Nursing Assistant Medi Mart Madison heights 2010

· Certified by Medi mart pharmacy for passing and disturbing Medication 2008

· Certified in supported services 2007

· Certified by the Oakland community mental health office for the recipient rights/due process program/ Customer Service business skills

Education

Enrolled,BS in Nursing

Oakland Community College, Farmington Hills Expected Graduation June 2015

Diploma

West Bloomfield High School, West Bloomfield mi Graduated 2003

Work History

Oakland County Community Health, Ferndale Mi 2010-present

Respite Caregiver

· Assisted and worked with children with Developmental Delays , ADHD, & Fetal Alcohol Syndrome

· Conducted programs and activites for the children to work on depending on there disability

American House, West Bloomfield Mi 2003-2010
Medical Receptionist / Customer service Rep

· Answering a 6 line telephone and transferring them to the appropriate location.

· Filing and Faxing all product and procedure paperwork

Direct Patient Care

· Competent in nursing duties including:

§ Vital signs

§ Collecting lab specimens

§ Charting

· Skilled with patient hygiene and basic housekeeping duties

· Established rapport with clients and clients families

· Background in professional maintenance service

· Assist patients to and from doctors office

· Assisted in bathing and grooming patients daily

· Took vitals and distributed medications

· Washed dried and folded clothing and cleaned clients homes

　Special Knowledge

* Saftey and Monitoring 

* Medication risks

* Hippa regulations

* EMR

* Medical Terminology

Medical Team, Farmington Hills Mi

Front desk/Customer service Rep

Handle responsibilities of welcoming visitors by greeting them on the telephone or in person Responsible for answering inquiries and directing visitors to appropriate locations or personnel Perform the tasks of maintaining telecommunication systems Handle responsibilities of maintaining customer records by regularly updating the account information Identify and resolve product or service problems by clarifying customer's complaint Handle administrative and clerical work including faxes, couriers and filling forms Maintain proper track record of incoming and outgoing calls and submit the same to the concerned person. I was a group leader assistant a group of 10 people .

Responsible for handling incoming calls and responding to queries and requests from customers Handle the tasks of scheduling, organizing and maintaining appointments and meetings Perform responsibilities of receiving and directing visitors to appropriate personnel and departments Assist business executives in preparing business documents and memos as required Handle responsibilities of receiving and distributing mails to the concerned person Perform all other clerical and administrative tasks as required.

Key accomplishments

. Highly praised for effective team-work and constant delivery of exceptional care to residents .

. Trained 10 new nursing aids

Certificate of special congressional recognition for outstanding and invaluable service to the community church & homeless shelters.

Independent Volunteer Experience

. Sponsored families struggling with poverty and medically ill children.

. Foster parent with Catholic Social Services for medically fragile children with ADHD and Developmental Delays

. Donated over $300 towards a homeless family and provided shelter for them

. Volunteered at a shelter for 300 women, men & children who were homeless and provided food, clothing & tolitires

. Engaged children in healthy after school activities

. Successfully completed 80hrs of intensive crisis intervention training

. Developed listening and interpersonal skills necessary for my field of choice

. Personal Saftey course

. Medical child abuse and neglect training

. Foster care intake
