
	janice george
​4360 Acorn Court, Davenport FL 33837   561 360 7952
janice_77@icloud.com



	A responsible position within a corporation that will utilize my experience, problem solving capabilities and organizational skills for continued person and professional growth.


Experience
	June 2021 – mAY 2025 
aDMINISTRATIVE aSSISTANT, Delray Medical center

· Oversaw daily office operations, maintained filing systems, and managed office supply inventory.
· Processed payroll, addressed employee payroll inquiries, and maintained employee records.
· Coordinated employee schedules and facilitated onboarding for new staff. 
· Handled high-volume phone calls, managed office communications, and ensured timely data entry.
· Supported departmental leadership with administrative and operational tasks. 

January 2015 – May 2021
Unit Secretary, Delray Medical center
· Managed front desk responsibilities, including greeting visitors, managing multi-line phone systems, and organizing patient’s admissions/discharges. 
· Maintained patient charts, records, and unit supplies to support clinical efficiency.
· Collaborated with medical staff and administration to ensure smooth unit operations. 


	August 2011– December 2015
Certify Nursing assistant, Delray medical center

· Delivered patient care services and provided direct support to nursing staff.
· Monitored patient vitals and maintained detailed records to support healthcare documentation compliance. 

April 2003 – June 2010
Accountant / Office Aministrator, Samuel, Richardson & Co.
· Managed accounting functions including accounts payable/receivable, payroll, and bank reconciliations. 
· Prepared month-end financial statements, yearly audits, and budget reports.
· Maintained financial records, oversaw office supply procurement, and supervised junior accounting staff. 
· Ensured smooth daily operations by implementing efficient office management practices. 


Education
         
         mBA in business healthcare administration 
         south University – Savanna Georgia 
          May 2025	
          
           June 2023
          bachelor of busness administration
         South University – Palm spring Fl. 

	May 2009
associate degree in business administration/ accounting, 
H. Lavity Stoutt community college, british virgin island


Skills
	Office Management & Administrative Operations
Payroll Processing (Kronos)
Microsoft Office Suite (Word, Excell, PowerPoint, etc.)
EMR Systems: PowerChart / Cerner
Data Entry & Typing
Customer Service & Front Desk Management
Staff Scheduling & Onboarding
Time Management & Organizational Skills
Phone Etiquette & Office Communications.
	



REFERENCES

Janet Scott – 561 495 3271
Latosha Wise - 561 809 1761
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