
Amber McKee
182 Morris St 
Carleton Place, ON
K7C 4N2
 ambermckee_76@hotmail.com

CAREER OBJECTIVE 	
Highly motivated and enthusiastic individual with a friendly attitude looking for a position that will utilize my education, stimulate my interest, and allow me to contribute to an organization in a meaningful way. I have 7+ years of administrative experience. I am highly adaptable to a multitude of environments and welcome the challenge of a new position.

SKILLS PROFILE 	

· Organized, efficient and precise, with exceptional communication skills 
· Ability to work quickly and decisively in a fast-paced environment
· Proficient in the use of computer software applications and databases (Word, Excel, Outlook, HRIS and Epic)
· Knowledge of Conflict Resolution
· Ability to work independently and as part of a team
· Knowledge of WHMIS (Using chemicals in a safe and effective manner)


PROFESSIONAL PROFILE


The Ottawa Hospital – Ottawa, ON				2024-Present

 Social Work Discharge Planning Clerk/Administrative Assistant

· Manage calendars and schedules for the team, including coordinating meetings and appointments
· Answer phone calls and respond to emails in a timely and professional manner
· Handle incoming and outgoing mail and packages
· Order office supplies
· Manage documentation ensuring patient confidentiality 
· Assist with event planning and coordination
· Transcribe referrals from right fax into Epic
· Fax Champlain Lhin forms for patients
· Performed other related duties as assigned 








Queensway Carleton Hospital – Ottawa, ON			2018-present
	
Porter-Patient Transport

· Transport of patients, patients’ charts, specimens and requisitions
· Pick up clean and soiled supplies and equipment throughout the hospital
· Attend emergency response when needed


The Ottawa Hospital – Ottawa, ON				2022-2024 

Outpatient Clerk – Plastics

· Registered and booked patient appointments
· Answered phones, take messages and direct calls to staff
· Prepared and gathered patient files for doctors and nurses prior to appointments
· Managed documentation ensuring patient confidentiality 
· Transcribed referrals from right fax into Epic
· Faxed Champlain Lhin forms for patients
· Performed other related duties as assigned 


The Ottawa Hospital – Ottawa, ON				2019-2022 
	
Outpatient Clerk – Weight Management Clinic

· Registered and booked patient appointments
· Answered phones, take messages and direct calls to staff
· Prepared and gather patient files for doctors and nurses prior to appointments
· Sorted and organize paper medical records before they can be transitioned to electronic medical record
· Processed incoming and outgoing mail for the Weight Management Clinic
· Managed documentation ensuring patient confidentiality 
· Assisted with patient group sessions 


Queensway Carleton Hospital – Ottawa, ON	                              2013-2018

Aide-Environmental Services 

· Cleaned patient rooms, washrooms, offices, clinics, equipment and all treatment areas
· Cleaned all surfaces such as walls, floors, ceilings, vents, and windows 
· Disinfected all contact points (light switches, door frames and door handles) 
· Gathered and clear trash containers
· Completed bed discharges and transfers
· Followed procedures for the use of chemical cleaners 









Door Masters of Ottawa Inc. - Carp, ON					         2011-2013 

Administrative Assistant  

· Oversee receptionist area, including greeting visitors and responding to telephone and in-person requests for information
· Managed the scheduling of meetings and conferences
·  Prepared and disseminated meeting minutes
·  Processed and reconciled invoices
·  Filed documents to maintain an organized and efficient office environment
· Managed tracking spreadsheets for requests received by the department that may be made by telephone, letter, email or in person visits to the office
·  Prepared correspondence, documentations and spreadsheets
·  Provided other administrative support to other staff as requested

Harding Mechanical - Carp, ON							 2009-2011 

Service Coordinator  

· Answered all service-related telephone calls
· Completed data entry of work orders into company system ensuring accuracy and attention to detail 
· Opened and closed service contracts
· Maintained, tracked, monitored, updated and prioritized client files
· Assisted in the scheduling of work in the field
· Maintained and updated email distribution database
· Performed dispatcher duties effectively and confidently 
· Provided other administrative support to other staff as requested

Wavelength Hair Salon - Kanata, ON						 2005-2009 

Receptionist

· Welcomed visitors and employees
· Answered customer inquiries in a timely manner
· Assisted customers in choosing salon products
· Made schedules and appointments for hair stylist
· Called to confirm appointments with customers
· Explained available services and prices to customers
· Entered customer information into the computer


EDUCATIONAL BACKGROUND


· Level 1 French, 2011
· Achieved Medical Terminology Certificate, 2019
· Algonquin College, Office Administration-Executive Diploma, 2009 
· T. R. Leger High School, Secondary School Diploma, 2007

References Available Upon Request

