Sandra G. Sorrell

15050 North 59th Avenue, Apartment 123 ▪ Glendale, Arizona 86306-3266 ▪ (602) 364-7777 ▪ sgsorrell@hotmail.com

EDUCATION


Bachelor of Interdisciplinary Studies Degree in progress
Anticipated Dec. 2009

Emphasis: Organizational Studies
GPA 3.71

Arizona State University, Tempe, Arizona


Major: Associates of Applied Science in Social Work
Aug. – Dec. 2000


Maricopa Community Colleges – Glendale Community College
6 semester hours

Major: Pre-Bachelors of Business Administration
Aug. 1993 – Dec. 1996


University of New Mexico Gallup Campus
60 semester hours

Completed program coursework as a single mom while working fulltime.

PROJECTS


Clinical Support Center Marketing Team

· Participated with a workgroup to improve the existing departmental website

· Updated existing information and added new web-pages and links to various websites and forms

· Co-created layout, design, and color scheme

· Worked closely with agency department heads to ensure 508-compliance for disabled persons

· Co-presented the live website to Area Office staff
Conference Coordination
· Assisted with pre-conference coordination for up to four events inclusive of confirming speakers, collecting continuing education application documentation, contracting site selection, and reserving rooms for participants
· Established contact with 30-80 participants nationwide to coordinate official travel to/from  training site
· Provided onsite conference assistance setting up training A/V equipment and registering participants
EMPLOYMENT

DHHS/PHS/IHS Clinical Support Center – Phoenix, AZ
Nov. 2004-Present

PROGRAM ASSISTANT
The Office of Continuing Education located under the umbrella of the Clinical Support Center wanted a program assistant to work independently performing administrative tasks specifically for continuing education processes and inclusive of other Clinical Support Center duties as assigned.
· Accepts, processes, and maintains continuing education activity proposals and supporting documents for educator review of potential sponsorship from over 500 IHS, Urban, or Tribal clinics, hospitals, and ambulatory care centers nationwide.
· Coordinates official travel orders according to the Federal Travel Regulations utilizing the GovTrip system for 12 Clinical Support Center staff as needed throughout the year and 20 or more IHS, Urban, or Tribal training attendees at any given time for frequently scheduled CSC-coordinated conferences and trainings.
· Processes incoming continuing education post-activity documentation that awards credit to physicians, nurses, pharmacists, dentists, and dental professionals necessary for maintenance of current professional licensure while securing confidentiality of personal identification.

· Provides onsite registration services to 20-500 conference/training attendees and assembles audio/visual equipment for speaker presentations for 1-10 break-out sessions at 3-5 national IHS conferences each year.

· Assists supervisor and other managerial staff with conference organization and serves on the marketing committee responsible for enhancing the clinical support center website, updating website information and forms, endorsing IHS-sponsored conferences and trainings, and promoting clinical support center mission and services to preserve our superior reputation.
· Renders excellent customer service to IHS health educators and professional healthcare providers nationwide as the main contact for the office of continuing education often professionally responding to telephone and email inquiries in a timely manner with extensive knowledge about the clinical support center and the office of continuing education programs.
The IHS Clinical Support Center and Office of Continuing Education has reached its most efficient level since the beginning of my tenure. Several processes have reached significant improvements and new developments have been implemented making this department one of most unique in the Phoenix Area.

DHHS/PHS/IHS Office of Environmental Health and Engineering – Phoenix, AZ
Jun. 2000–Oct. 2004

SECRETARY
The Division of Facilities Engineering under the umbrella of the Office of Environmental Health was looking for a Secretary to perform various administrative tasks inclusive of preparing travel authorizations and travel arrangements for the engineers who provide services in the field within the Phoenix Area Indian Health Service. Additionally, the secretary would be responsible for providing back-up timekeeping services and be the point of contact for all Phoenix Area facilities engineers.

· Assisted the Director of the Division of Facilities Engineering and 10-12 engineers by maintaining project and program files and “red-folder” correspondence. Reorganized the program and project file system according to the United States Records Management Schedule to ensure regulation compliance.
· Performed as an alternate timekeeper for official time and attendance reporting ensuring that requests for leave are submitted, approved, and entered into the Integrated Time and Attendance System (ITAS); reviewed leave and earnings statements for accuracy; and assisted with questions involving pay, corrections, adjustments or requests for technical assistance from the payroll liaison for resolution procedures for over 20 staff at the Area Office and in the field.

· Received personal calls and utilized knowledge of the organization, program operations and procedures to make proper disposition and clarification of inquiries of substantial program knowledge or are sensitive or controversial in nature otherwise directing specific questions to appropriate staff.
The Division of Facilities Engineering operated under significant efficiency while I performed secretarial functions. The engineers rarely had problems completing their missions and were almost always reimbursed for expenses in a timely manner. All individuals that I worked for and with thought highly of me and valued my contribution to the entire office.

DHHS/PHS/IHS Division of Financial Management – Phoenix, AZ
Apr. 1999–Jun. 2000

SECRETARY
The Division of Financial Management was looking for a new-to-government open-minded administrative secretary who could work independently organizing minor tasks specifically for the Chief Financial Management Officer, Budget Officer, and Systems Administrator.
· Acted with independence in the performance of a variety of clerical and administrative duties in connection with the management and office activities which would otherwise require the attention of a supervisor.

· Organized and prioritized suspense files and documents for the program and the supervisor utilizing established agency procedures for preparation and clearance and maintained daily and monthly logs and reports while being sensitive to deadlines.

· Established and sustained contacts with individuals and groups for the purpose of clarifying and exchanging information, scheduling and arranging meetings, and providing guidance and assistance on applicable government procedures, guidelines, policies, and regulations.

My short tenure with the Office of Financial Management proved to be valuable as I relieved other important staff of additional duties that were performed by this position. They were able to focus on other important aspects while I mastered the time and attendance procedures and gained much experience and needed expertise of federal rules and regulations.

WYATT/RHODES architects, inc. – Phoenix, AZ
June 1998–Apr. 1999

SECRETARY & WORDPROCESSOR
Wyatt/Rhodes was a private architect and engineering firm that provided numerous services to Native American communities. As such they were required to maintain a staff percentage made up of fulltime Native American employees. Additionally, the firm needed an administrative secretary and word-processor to fulfill a vital vacant position to process marketing proposals and perform a wide variety of administrative services.
· Served as the primary contact accepting incoming telephone calls proficiently utilizing multiple phone lines and directing numerous calls appropriately; and received clients and customers in a professional manner.

· Processed continuously arriving correspondence through incoming and outgoing mail, overnight mail, facsimile, and electronic mail distributing copies to 15 or more architects, principals, and draftsmen; and maintained detailed file system of time-sensitive project files, plans, and blueprints.
· Coordinated meetings between project architects, principals, and clients by scheduling conference rooms, ordering refreshments and lunches, preparing meeting material, and processing minutes.
I was easily able to move into this position after serving as the front-desk receptionist. I was knowledgeable and proficient in the administrative responsibilities of the organization to easily transition into the secretary/word-processor position. As a result of my efforts, the extensive filing system was kept up-to-date and the correspondence circulating throughout the office and from outside entities was processed efficiently. My knowledge of the organization helped to train incoming staff.


JCPENNEY Hair and Nail Salon – Gallup, NM
July 1996–June 1998


RECEPTIONIST
The hair and nail salon received numerous clients on a daily basis. Additionally, they maintained a significant amount of styling product inventory and scheduled numerous appointments.
· Provided friendly and courteous retail and customer service to hundreds of people by scheduling recurring appointments and suggesting the appropriate hair care products.
· Established and monitored confidential client data.

· Assisted with monthly inventory control to maintain an adequate supply of quality hair care products.

· Proficiently utilized a computerized cash register for efficient processing and established trust with monetary operations.
Working for the hair and nail salon first on a part-time basis then eventually on a fulltime basis, I was valued for providing excellent customer service, organizing and maintaining a tight and flowing appointment schedule for approximately sixteen stylists, regularly maintaining inventory control, and contributing creativity to the display of the styling products and overall salon presentation.
ORGANIZATIONAL MEMBERSHIPS

PHOENIIX AREA IHS EMPLOYEES ASSOCIATION – Phoenix, AZ
Jan. 2000 – Dec. 2004

The Phoenix Area Indian Health Service once had an organization that developed activities to improve employee morale. Since relocating its offices to the downtown area, the organization was non-existent.

· Served originally as co-president reviving the association and redeveloping official offices and establishing various committees

· Helped revise the association bylaws to bring them current

· Helped organize various activities to improve employee morale

· Rallied employees to join the association and participate in fundraisers and various activities

The Phoenix Area Employees Association has since maintained regular existence and developed into an active organization. Officers have been re-elected over the years and many people have taken leadership roles. New employees have felt more welcomed and part of the Phoenix Area Indian Health Service. And the executive leadership of the Phoenix Area IHS has faithfully supported and participated in the organization, coming to depend upon it for various activities and even recognizing it for various awards.

COMPUTER & TECHNICAL SKILLS

IHS System Applications: 
Continuing Education Database Application (CEDA), ARMS, Integrated Time and Attendance System (ITAS), Oracle (United Financial Management System), GovTrip travel management system
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