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Summary



Executive Assistant who is skilled at multi-tasking and maintaining a strong attention to detail.

Employs professionalism and superior communication skills to meet client and company needs.

Worked for Kaiser Permanente until 2012.



Highlights

	· [bookmark: 222430368SKC11]Proper phone etiquette
· Time management
· Flexible
· Microsoft Office proficiency
· Professional and mature
· Strong problem solver
· Works well under pressure
· [bookmark: 222430368SKC21]Customer service-oriented
	· Understands grammar
· English and Spanish
· Customer service-oriented
· Accounting
· Scheduling





Accomplishments




Formally recognized for playing an instrumental role in the implementation of cost savings measures.

Increased member attendence for various member health education classes.





Experience

[bookmark: 222430369JTIT1][bookmark: 222430369JCIT1][bookmark: 222430369JSTA1][bookmark: 222430369JDES1]Health Education Assistant

[bookmark: 222430369COMP2][bookmark: 222430369JTIT2][bookmark: 222430369JCIT2][bookmark: 222430369JSTA2][bookmark: 222430369JDES2]Kaiser PermanenteHealth Education Assistant
Carson, Ca
Responsible for calling Members in attending health education classes; also ordering publications for different department within Kaiser Permanente.
Created and maintained computer- and paper-based filing and organization systems for records, reports and documents..
Investigated issues and problems and drafted responses to urgent requests.

[bookmark: 222430369COMP3][bookmark: 222430369JTIT3][bookmark: 222430369JCIT3][bookmark: 222430369JSTA3][bookmark: 222430369JDES3]Kaiser PermanenteHealth Education Assistant
Carson, Ca



Education

[bookmark: 222430370SCHO1][bookmark: 222430370GRYR1][bookmark: 222430370DGRE1][bookmark: 222430370STUY1][bookmark: 222430370SCIT1][bookmark: 222430370SSTA1][bookmark: 222430370SCNT1][bookmark: 222430370FRFM1]Torrance High School1965GeneralTorrance, Ca, USA
Microsoft PowerPoint Certificate
Time Management workshop


