



Yolanda Wilkins

650 Queen St., Pensacola, FL 32508 ● 850-452-6379 ● yolanda_wilkins88@hotmail.xxx
Jan. 30, 2016
John Myers, M.D.

Director of Clinical Research

Retina Specialty Institute

5150 North Davis Highway

Pensacola, FL 32503

RE: Executive Assistant/Project Manager/Clinical Trials Assistant
Dear Dr. Myers:

I am submitting my resume for the Executive Assistant/Project Manager/Clinical Trials Assistant at the Retina Specialty Institute. With my background in research, project management, administration and medical front office, I am confident I am an excellent candidate for your consideration.
I began my career assisting research faculty at the Emory University Spatial Cognition Lab. I collected data, developed presentations and templates, scheduled research participants, performed quantitative and qualitative data analysis and generated detailed reports.
I then spent two years as a project manager for the Community Health Improvement Partners, where I oversaw a variety of community health initiative projects, with a primary focus of managing the San Diego Childhood Obesity Initiative. I coordinated meetings for 25 participants, tracked budgets and timelines, responded to requests for information and implemented Basecamp to streamline project tracking.
My next assignment was as an office manager for an endocrinology department consisting of six physicians. I performed a variety of clerical duties and learned how to use an electronic medical records system.
I recently relocated to Pensacola and am excited about using my skills and experience to coordinate research studies for the Retina Specialty Institute. Please feel free to contact me at 850-452-6379 or via email at yolanda_wilkins88@hotmail.xxx if you have any questions about my qualifications. Thank you in advance for your consideration.

Sincerely,

Yolanda Wilkins

