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Executive Assistant / Project Manager
Dedicated professional with more than five years of administrative, research and project management experience, including more than two years in the health care industry. Excellent ability to track timelines and budget, compile research data and meet deadlines in fast-paced environment.
Core skills include:

· Administrative assistance
· Project management
· Data collection methods
· Qualitative and quantitative analysis

· Research principles

· Problem solving

· Time management
· Interpersonal communication

Professional Experience
University of Florida Health, Jacksonville, Florida





          2014-2015
Office Coordinator
· Managed front office operations for endocrinology department consisting of six physicians

· Checked in more than 40 patients  for appointments on a daily basis; verified current insurance and ensured completion of all pertinent paperwork

· Used Epic Practice Management to schedule patients, call patients for appointment reminders and log patient call history

· Maintained office and medical supply inventory; communicated with several vendors on a monthly basis to re-order supplies and distributed supplies to front office and patient examination rooms
Community Health Improvement Partners, San Diego, California


                                        2012-2014
Project Manager
· Oversaw research projects for organization that addresses priority health needs through collaboration of health care systems, hospitals, universities and community organizations

· Managed strategic planning for the San Diego Childhood Obesity Initiative; scheduled monthly coalition meetings for 25 participants, maintained event calendars, tracked project timelines and budgets and provided status updates and project milestones
· Implemented the Basecamp software program to streamline project management tracking; trained two project assistants on software

· Created first-ever online Independent Living Association directory for CHIP consisting of 45 entries; conducted outreach to local agencies, compiled in-depth research and entered information into database

· Responded to requests for information via the phone and email correspondence

Emory University, Atlanta, Georgia







         2009-2012
Faculty Assistant (2010 – 2012)
· Coordinated research projects for three faculty members within the Spatial Cognition Lab focusing on abstract reasoning and spatial representation

· Oversaw data collection process by collecting and organizing data, logging human subject demographics and maintaining research database
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Faculty Assistant — continued:
· Distributed surveys to more than 150 research participants and scheduled participants for ongoing focus group studies

· Performed quantitative and qualitative data analysis on focus group studies

· Used Statistical Analysis System and Statistical Package for the Social Sciences to conduct statistical analysis, interpret results and generate detailed reports

· Developed documents and presentations, including data collection forms and templates
· Attended weekly meetings with faculty to keep apprised of studies; created meeting agendas and drafted meeting minutes

· Reviewed and edited journal entries and proposal submissions for faculty
Teaching Assistant (2009-2010)
· Attended two one-hour introduction to psychology courses consisting of 35 students each semester

· Facilitated a variety of learning techniques, including group workshops, multimedia presentations and small group activities 
· Conducted weekly office hours for students needing additional assistance

· Graded papers and proctored exams as needed

 Education
Emory University, Atlanta, Georgia
Bachelor of Arts in Psychology
 Technical Skills

Proficient with Microsoft Office — Word, Excel, Access and PowerPoint — Adobe, Basecamp, SAS, SPSS and Epic Practice Management
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