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 Sheena Allen
804-854-1660
P.O. Box 2265, Tappahannock, VA 22560
sallen0046@hotmail.com
	Objective
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	To obtain an apprentice position with a funeral home that will allow me to utilize and expand upon the skills I already possess, while challenging my abilities to problem solve and multi-task in order to establish a proficiency in both funeral directing and embalming.
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	Education
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	John Tyler Community College, Chester, VA
Associates - Funeral Services, December 2008
• Passed both sections of the National Board Examination in December of 2008

• Graduated Cum Laude
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	Essex High School, Tappahannock, VA
Advanced Studies Diploma, June 2003
[image: image6.png]






	Experience
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	DaVita Dialysis, Henrico, VA
August 2008 - February 2009
Administrative Assistant - Home Program
• Assist with the preparation of data summaries for internal audit purposes 
• Develop relationship with patients and manage patient concerns appropriately 
• Enter and ensure patient and treatment charge information and other related data are accurate and submitted in a timely manner

• Supervise inventory management, including purchasing, product selection and supply usage
[image: image8.png]






	 
	DaVita Dialysis, Henrico, VA
June 2007 - July 2008
Administrative Assistant - Chronic
• Answer phones, screen calls, take and deliver messages, place calls as directed 
• Prepare and maintain confidential patient charts 
• Initiate conversation and relay information to consulting physicians
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	Health Management Center, Inc., Tappahannock, VA
April 2004 - June 2007
Program Coordinator
• Tracked client information and maintained databases
• Managed stockroom clerk and inventory 
• Researched, created, and maintained basic company website 
• Assembled and organized bulk mailings and marketing materials 
• Researched and implemented online drop-shipping system 
• Implemented automatic shipping schedule for all client supplies 
• Researched and implemented online client ordering system
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