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Vanessa W. 
OBJECTIVE

Seeking an administrative position in a progressive work environment where my 
experience can make a positive contribution to the organization.

EDUCATION AND CERTIFICATIONS
John J. College, NY, NY
EMT Certification

US Navy, Chicago, IL 

Hospital Corpsman 

CPR Certified

Search and Rescue

Coral Springs Emergency Response Team Member (volunteer organization)

TECHNICAL SKILLS

Microsoft Office (word, excel, power point, outlook, explorer)

Proficient typing skills

EMPLOYMENT HISTORY
4/2004 - 4/2010 

Naval Operations Support Center - Miami, FL

Hospital Corpsman


Provided high-quality patient care for an active surgical unit with, averaging 37-40 patients daily.


Mentored at least 5 Junior Corpsmen and Junior Reserve Personnel.  


Administer immunization, collected specimens.


Provided wound care, tube feeding, Hemo-Vac draining, I.V. placement and “one-to-one” patient observation.

· Performed phlebotomy, vital signs monitoring, hearing and vision screening.


Provided administrative support and customer care for both Naval and Marine personnel.   

11/2003 – 6/2008

Armor Correctional - Miami, FL
Emergency Medical Technician


Responsible for medical and mental health screening of all inmates 


Performed patient assessment, wound care, suicide watch and mental health evaluation. 


Responded to emergencies within the facility and adjoining Courthouse.   


Position required sound judgment and alertness with the ability to work with little or no supervision in an unpredictable and sometimes hostile environment

1/2001 – 10/2003
Broward General Medical Center - Fort Lauderdale, FL

Assisted Health Care team in all emergency situations including resuscitation, c-spine stabilization and airway management 


Performed phlebotomy, EKG’s and collected specimens.


Assessed and documented vital signs, draped and prepped patients for wound care and OB examinations. 


Assisted with discharge process under direction of physician or nurse.  

11/99 – 11/00

DAH Consulting - New York, NY

Executive Receptionist


Managed front desk duties; screened and routed calls to appropriate individuals and departments.  Provided administrative support to secretary of CEO

Ordered and maintained office supplies, coordinated appointments. 


Scheduled meetings conferences and made travel arrangements for management, industry officials, and clients.  


Prepared expense reports, spread sheets, and presentations

·   Assisted with ad-hoc projects.

7/98 – 10/99

RBC Dominion Securities - New York

Executive Receptionist


Managed and operated high volume meridian switchboard for Global Investment Banking Firm


Implemented company’s global and regional personnel directory


Coordinated weekly meetings for operating committee


Provided customer service to retail bank clients


Coordinated conference calls between global offices 


Trained support staff in efficient management of high volume calls, minimizing incorrect transfers and delayed answering.

12/97 – 7/98

Simon and Schuster - New York, NY

Executive Receptionist


Reviewed unsolicited manuscripts and generated letters of acknowledgement


Resolve discrepancies in stock and magazine invoices


Handles all customer complaints and trouble shoot potential problems


Drafted internal correspondences and reports


Coordinated all staff and luncheon meetings 


Maintained stock supply level for personnel and executive pantries


Generated and maintained annual mass mailing database


Served as liaison with Property Management to resolve departmental issues

4/97 – 11/97

Salomon Brothers - New York, NY

Human Resources Coordinator


Coordinated applicant process for both internal and external candidates


Administered and evaluated typing and software test


Sorted and distributed departmental mail


Published and updated job postings to Internet


Organized weekly resume folders for departmental review


Processed employee referral payments


Prepared and distributed benefits packages


Reviewed and processed new hire packages


Administrative support to Senior Recruiter

1992 - 1997

Lasser Marshall, Inc. - New York, NY

Receptionist


Answered and directed incoming calls to appropriate departments or individuals.  


Greeted clients, coordinated internal luncheons


Served as back-up support for Senior Administrative Assistant and Human Resources director.  Administrative support for Marketing Director  


Responsible for daily appointment scheduling, coordination of calendar and travel arrangements

Sorted mail, maintained employee attendance log, proofread outgoing letters.


