Wendy A. Showell

1849 Market Street #3

Harrisburg, PA  17103
(302)725-8722
Summary of Skills:

· Office Management and Administration

· Personnel Management and Scheduling

· Scheduling, Dictation, Transcription, Filing, Travel, General Office Duties

· Inventory and Ordering

· Union and Non-Union Payroll Administration

· Customer Service in face-to-face, phone, and email situations

· MS Word, MS Excel, MS Access, MS Project, MS FrontPage, others

· PC & Macintosh hardware, software, and operating systems

· Web page design and development, desktop publishing, marketing

· Trained in Basic and Pediatric First Aid and CPR (March 1994 - 2006)
· Great attention to detail, analytical and troubleshooting skills, meticulous organization, creative and outgoing, and love to work with people

Education History:

Sept 2003 – Oct 2005

Marylhurst University





Master of Arts in Applied Theology Candidate (pending)




Focusing on approaches and issues in multicultural, interfaith 

spiritual care and counseling.

Aug 2000 - Aug 2003

Marylhurst University

Bachelors Degree in Religious Studies

Notable Volunteer History:

Mar 2004 - Dec 2004

Advocate

Domestic Violence Resource Center

Over 120 hours of training in issues of Domestic, Sexual, and Family Violence as well as Elder and Child Abuse.

Aug 1993 - May 1996

Alpha Phi Omega

National Service Fraternity, Alumni

Recent Professional History:

June 2005 – June 2007

Oregon Health & Science University

Portland, OR

PAS / Administrative Assistant
University Fertility Consultants

· Responsible for scheduling, incoming calls, faxes, patient check ins and outs, filing, patient medical charts, incoming and outgoing mail, new patient paperwork and payments, as well as general office duties.

Center for Women’s Health
· Responsible for scheduling, incoming calls, as well as general office duties.

· Responsible for transcription of all incoming triage nursing calls to support the nursing staff shared by the Center for Women’s Health and Internal Medicine.

Biochemistry and Molecular Biology
· Responsible for all administrative duties including but not limited to filing of federal grants, making travel arrangements, handling manuscripts, mailing and shipping, word processing and supply ordering for six professors as well as their laboratory students and staff.
· Responsible for supporting a 100 employee department, using both PC and Mac platforms.

· Responsible for maintaining departmental computing, audio, and video equipment.

· Responsible for interfacing with University Information Technology Group regarding computing and networking issues as an assigned Web Manager and Network Contact.
