[image: image1.png]Means for Communication





Careers@Sedaa.Net 

References Available upon Request                        

Summary of SkillS 

· 12+ years of experience planning events in the University, state and public sectors 

· Skilled at creating, formatting, and organizing event, promotional, and training materials
· Ability to manage changing priorities while under pressure
· Excellent organizational, communication (written and verbal) and negotiating skills 

· Team player with ability to work as a motivated self-starter 

· Ability to work on multiple projects simultaneously while ensuring follow-through
· Customer service oriented with excellent patient, client, and student relations
· Ability to problem solve within the scope of policies and protocol
Experience:

Program Administrative Support 




08/08 to Present

As program support staff for the STD Community Interventions Program (SCIP) at the STD/HIV Prevention Training Center, a program of UCSF, I am responsible for managing various aspects of our HIV and STD prevention training courses, for providing website assistance, and for coordinating travel requests and documentation, including: 
· Confirming course dates, speakers, agendas; maintaining calendar of trainings; managing student registration via training website
· Securing training site reservations and catering, setting up A/V equipment and other materials required by faculty
· Assisting trainers in the creation, formatting, and printing of manuals, activity handouts, and PowerPoint presentations, ensuring accuracy of references 
· Proofreading and editing training manuals and other materials, and formatting them for both hard copy and electronic files
· Ordering all necessary training materials, including interfacing with vendors and supply assistants to ensure competitive pricing and timely delivery
· Preparing applications and follow-up documents for continuing medical education and continuing education credits (CMEs and CEs) 
· Uploading training schedules and course information to the www.stdhivtraining.org website, and monitoring student registration, providing assistance with passwords, continuing education credit certificates, and online course materials
· Creating, editing, and formatting material online for the STD Community Intervention Program (SCIP), the Youth Social Marketing Toolkit at http://www.stdhivtraining.org/ysmt_home.html , and the online course, “STD Overview for Non-Clinicians”  
· Managing the SWAP resource materials site at http://www.stdhivtraining.org/material_swap_home.html, assisting with the creation of the monthly feature page, and the uploading and highlighting of appropriate materials
· Managing electronic mail distribution of educational resources and other tools for training faculty 
· Maintaining domestic and international air and automobile travel inquiries for 130 employees, including Chiefs and Directors, as well as outside associates

· Communicating with State and local travel agencies on travel logistics (e.g. cancellations/policies)

· Reviewing and completing travel reimbursements for 130 employees, checking for accuracy of funding codes and insuring all receipts are intact for submission to the various accounting departments (UCSF, UCB, PHFE and State)
Administrative Assistant Support II




11/07 to 08/08
As an Administrative Assistant II with the STD/HIV Prevention Training Center, I was responsible for:
· Maintaining reception area and monitoring the scheduling and use of four conference rooms
· Providing front desk reception to staff, faculty, training participants, and general public
· Scheduling conference calls
· Serving as custodian for department audio visual equipment, including documenting check-outs and returns, and monitoring the deployment of computers and wireless equipment for an organization of 180 people
· Assisting with securing site reservations, catering, and the set-up of A/V equipment
· Assisting Facility Manager with supplies, including monitoring, ordering, and receiving
· Assisting with meeting logistics for all staff meetings
· Processing of various training invoices, (i.e., materials, catering)
· Assisting other sections of the department with different projects as needed including clerical support such as word processing and on-line research 
Optometric Consultant






 01/07 to 07/07

As an optometric consultant working with Dr. Furlong, one of the Bay Area’s top surgeons, and some of Silicon Valley’s top optometrists. I was responsible for:
· Scheduling appointments with patients
· Billing and filing
· Facilitating continuing education events for Optometrists
· Coordinating patient counseling
· Meeting with patients to examine them for candidacy and educate them on Lasik surgery and other alternatives
· Pre-operative and post-operative patient care on surgery days
· Educating optometrists’ staff on Lasik Correction Surgery 
Real Estate & Marketing Professional



               8/04 to 12/06

As the Underwriter/Buyer/Realtor, working with financial institutions such as CitiFinancial, Coldwell Banker, and Afirealestate & Associates, I was responsible for
· Coordinating and managing open house events

· Coordinating and promoting investor seminars

· Facilitating and managing marketing events

· Analyzing and determining loan qualification

Loan Consultant   


                          


    6/03 to 8/04

As a loan consultant with World Savings, I was responsible for
· Coordinating and delivering training events for new broker accounts

· Creating and promoting new broker guide lines

· Managing and coordinating new loans and related processing
· Directing promotional events and programs to educate the public and advocate for World Savings utilization as their financial institute of choice

Event Coordinator & Manager




                   02/98 to 6/03

As the Event Coordinator and Manager working with NEO Financial Service Inc., a Franchised Internet Telemarketing and Debt Restructuring Company, I was responsible for 

· Managing, organizing and coordinating customers’ participation in tradeshows, seminars, meetings and special events on local and national levels
· Facilitating staff meetings (small and large-scale), member meetings or seminars, board meetings and industry tradeshows
· Site selection, negotiation, contracting, budgeting, program planning, vendor selection, registration, implementation and on-site management of events
· Meeting planning and offering guidance and assistance to others on all aspects of meeting management
EDUCATION
Gurnick Academy of Medical Arts/Radiology Technician, Student in Progress
BS in Psychology, Ashcroft University 
Swedish University of Lund,Sweden 

Real Estate License

CPR and AED Certified
Trainings


Transition to Word, Excel & Outlook 2010 
Excel 2003 Introduction

Excel 2003 Intermediate

Word 2003 Intermediate

Get to the point, Effective business writing
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