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OBJECTICE: To obtain a position in a professional organization that will utilize my skills and experience while providing room for continued professional growth and advancement. 

Profile:

Strong interpersonal skills, proven ability to work well with individuals of all levels
Detailed-oriented and resourceful in completing projects
Exceptional communication skills, written and verbal
Skilled at handling procurement, purchasing, and inventory issues

Comprehensive knowledge of the collective bargaining process
EDUCATION:  Felician College. B.A. Organizational Management & Marketing

                      Indiana Wesleyan University: Master of Science in Mgt. Projected grad. 04/2010

CINCINNATI CHILDREN’S HOSPITAL

05/09 – PRESNT. TEAM COORDINATOR, EMERGENCY DEPARTMENT

Responsibilities include: Supervising, overseeing task, interviewing, training, and development of employees. Providing quick registration of patients, verifying patient’s demographics and insurance information. Providing financial counseling and resources for families. Facilitates bedside registration for ambulatory patients, Collect co-payments and documents transaction, Serves as a support to medical staff by completing medication orders, making telephone calls various departments and physician referrals. 
COORDINATOR/MANAGER, FOOD SERVICES DEPARTMENT
07/08 – PRESENT (CINCINNATI CHILDREN’S HOSPITAL)

Responsibilities include the following: Interviewing, hiring and training of employees, Purchasing and supply of food services materials and equipments; Analyzing and planning restaurant sales levels and profitability; Developing budgets and coordinating them with senior management; Scheduling entire operations of the restaurant during scheduled shifts;  Managing, scheduling and coordinating disciplinary action that includes evaluating staff; Ensuring that all employees adhere to the company's uniform standards and the CARES spirit; Interviewing, training, evaluating, and overseeing staff professional development; Organizing and supervising kitchen shifts,  catering and cleaning staff;  Maintaining high standards of quality control, hygiene, and health including the FDA’s and OSHA’s safety standards;  Preparing cash drawers and providing petty cash to cashiers.

BUYER/PROCUREMENT SPECIALIST

02/03 – 03/07 SOS/BUILDINGS SECURITY SERVICES

Responsibilities included: Prepared purchase orders   MACROBUTTON HtmlResAnchor 
 to suppliers and departments originating requests; Purchased security apparatus including clinical supplies for drug test; Checked inventory quantities for sufficiency; Responded to customer and supplier inquiries regarding order status, changes, and cancellations;  Performed buying duties such as bargaining for economies of scale; Surveyed and market price through the internet, newspaper, and physically window-shopped for best deals; Contacted suppliers to schedule and expedite deliveries and to resolve shortages, missed or late deliveries, and other problems; Reviewed requisition orders, verified accuracy, and specifications; Tracked the status of requisitions, contracts, and orders; Calculated costs of orders, charge, and forwarded invoices to appropriate accounts; Checked shipments when they arrive to ensure orders were filled correctly. 

YOUTH CONSULTATION SERVICES, NJ

02/02- 05/08 Mentor/Behavior Asst.

Responsibilities included: Worked with children from five to 12 years of age with special learning needs such as auditory, language and speech impairment; Worked closely with pediatrics, auditory and speech therapists; Responsible for periodic home visits to assess the home and social environments of children to determine the child's learning needs at home for appropriate social service assistance; . Acted as guidance  counselor for a case load of children and their parents; Reviewed, assessed and analyzed class instructional materials to determine  age learning appropriateness;  Acted as customer service liaison between the institution and the children's family; Participated in special assignments such as training and orientation of new early intervention workers; Worked closely with children of all types of physical, emotional, and learning disabilities: speech impairment, AHD/ADHD, Autism/PDD, etc 

