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	Gamm Marie Patrick

	Objective
	To seek and obtain jobs where my diverse and extensive experience will be fully utilized. To fulfill my own need for self-satisfaction and share this experience with others in my field.

	Experience
	4-01-00  to current
	Diverse Datamations
	Eminence ,KY

	
	Owner/Professional Secretary
· Day to Day Operations of Running A Business – Multiple Clerical Duties
· Desktop Publishing, Basic Web Design (1-10 pages), Website Sales for larger Corporations wanting unlimited pages.
· Various Freelance Writing Projects

	
	05-10-06  to  4-1-07
	SIU School Of Medicine
	Springfield, IL

	
	“Extra Help/Clinic Receptionist
· Process old medical charts within Internal Medicine Group.
· Re-Arrangement of files, locate current charts and attach labs as required by doctors.
· Back up for Secretary and Scheduler as needed.

	
	05-10-99  to  04-01-00
	North Baldwin Hospital 
	Bay Minette,  AL

	
	Medical Staff Services/Outpatient Processor
· Answer outside Inquiries on doctors at our facility for other hospitals for their Credentialing needs.
· Design Forms for various departments in the hospital and answer questions regarding computer problems.
· Process all Outpatient clinic medical charts and ER charts (1100-1700) on a monthly basis.

	
	04-1-97  to  03-1-99
	Magic City Enterprises
	Cheyenne, WY

	
	Receptionist/Clerk/HR Assistant
· Cover front desk, Answer telephones, handle walk-ins, Give out applications.
· Keep Tracking for Professional Staff, handle many clerical jobs as needed for various departments, keep vehicle check out log, and design many forms and invitations for various MCE events.
· Input on a regular basis client summaries for our database
· Act as LAN Manager’s facilitator
· Handle “In-takes” of all new hires (review benefits and company rules with them) Send all new enrollments of insurance and dental to our carriers, also handle cobra for all employees that are terminated- voluntarily or involuntary 
· Handle all work orders, vehicle work orders, accident reports (vehicle or non-vehicle), enter  all data into the database to be able to pull reports as needed
· Distribute evaluation packages to the directors and enter data in system to be able to process merit raises
· Schedule all clinics and make sure employees are up on the TB shots and the voluntary Hepta Vax. Schedule classes for employees to keep up certifications.

.

	Education
	Graduated 07- 2008
	Penn Foster Career School
	Scranton, PA

	
	Professional Secretary Career Diploma Program
· Focus in Professional Secretary Duties In Today’s Market;  graduated with  96% Average

	Summary
	· Skilled at learning new concepts quickly, working well under pressure, and communicating ideas clearly and effectively.
· As the Owner/Professional Secretary of Diverse Datamations I currently manage and design – DDPlace Plaza, 3Pat-Services and all the affiliate links associated with these sites. I offer services in the following areas Freelance Writing-Ebooks, DTP, Data Entry, Word Processing, Web Design (1-10 pages) Website Sales for Companies need sites more than 10 pages. Referral Services – I want to help others find online work as I am trying to find it…to make a stronger VA community.
· IAAP - Membership

	References
	References are available on request.



