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	Objective

To secure a position with an organization that has a stable environment, leading to a lasting relationship and allowing for both career-related and educational growth.  

	Skills

Exceptional leader 
Microsoft proficient 
Time management
Self-starter



		Experience
Office manager:
 Medical Center for Eating Disorders
February 2021 – Present
· Submitting medication, lab, and scan requests
· Creating, updating, and prepping patient charts
· Scheduling patient appointments
· Interacting with patients with a variety of eating disorders
· Shadow the physicians during patient appointments
Document administrator/Web Developer:
Kelly Services
August 2018 – Present
· Responsible for the maintenance of department’s electronic/hard copy documentation. 
· Acts as a File Share Manager (FSM). 
· Maintaining websites for multiple groups.
Shift leader/media manager:
Brew-n-bake
February 2015-Present 
· Team Leader of work group making food and beverages in fast paced environment. 
· Manage shops social media platforms.

	Education
Associates of Science 2018
Brazosport College
GPA: 3.24/4.00
Bechelors of Science in human nutrition and foods (Accend): Current
University of Houston
GPA: 3.60/4.00
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