Charlene Cooper 
(215) 847-6884
Charlenecooper97@gmail.com


OBJECTIVE
· Dedicated, service-focused professional seeking to transition into healthcare as a nursing assistant. 

· Highly motivated to launch a healthcare; future goals include education leading to BA in Health Management.
· Reliable worker with the ability to learn new concepts and skills quickly. 

· Backed by a solid work history, reputation as a team player and passion for helping others. 

· Background includes experience caring for terminally ill cancer patient. 

· Current on all immunizations (including tuberculosis and hepatitis B).



WORK EXPERIENCE

Labor and Delivery Registrar/Unit Clerk 
6/2004-Present, Temple University Children’s/Temple University Hospital
Greet residents and visitors at the desk in a friendly, courteous manner.  Present a positive image at all time while directing residents, visitors and staff to appropriate areas. Make all residents and visitors feel welcome and cared for. Enforce visiting policies as requested by nurse.

Answer telephone efficiently and courteously relay messages and calls to appropriate personnel and residents relay information to other departments as needed. Answer resident intercom promptly and courteously. Refer urgent requests to the nurse immediately.
Assist nurse with room assignments when necessary. Initiate labeled medical record on admission.    Assure prompt completion of admission.  

Make sure that patients charged and times are entered into the computer in a timely manner.
Transform "difficult" customers into loyal, repeat guests by leveraging strengths in premium service delivery and ability to find win-win resolutions. 

Commended for multitasking abilities; frequently assigned the largest section of restaurant during peak dining hours. 

Verify patients insurance and identity to be registered

Enter mom and baby information into computer, generate labs for mom and baby, making sure that all birth information is entered correctly and birth certificate and PKU are ready for the appropriate filing 

 Round the Clock Home Health
10/2010-09/2013, Philadelphia, Pa.
Shared joint responsibility (along with mother) for the care of terminally ill mother suffering from Alzheimer’s learned the basics of assessing patient vital signs under the tutelage of home healthcare nurse.
Assist home nurse and hospice staff with all aspects of daily care, including bathing, feeding and dressing. 
Helped to ensure grandparents last year was as comfortable, dignified and enriching as possible.



AFFILIATIONS

10/2010-present

· Girls for Inc.
· 1199C Union Delegate
· BDNA Simon Gratz Alumni 

 



EDUCATION

6/1992   Simon Gratz High School. Philadelphia Pa 19140
1/2015   Community College of Philadelphia Health Care Management

 



SKILLS
	Skill Name
	Skill Level
	Last Used/Experience

	Customer Service
	Expert
	Currently used/20 years

	Interpersonal Communications
	Expert
	Currently used/20 years

	MS Outlook
	Intermediate
	  Currently used/3 years

	MS Word
	Intermediate
	Currently used/15 years

	MS Excel
	Expert
	  Currently used/15 year

	Activities of Daily Living (ADL)
	Beginner
	  Currently used/2year

	Quality Patient Care
	Beginner
	  Currently used/2year


 



ADDITIONAL INFORMATION

Available for all shifts extended hours and weekend assignments.
