	18102 Kenley Way
Birmingham, Alabama 35242

	Cell Phone: 484-894-3015
Email:cathywilkes45@gmail.com


Catherine A. Wilkes
	Objective
	Seek a position that will allow me to utilize skills developed over twenty years in various customer service positions.

	Summary of qualifications

	· Excellent organizational skills

· Excellent in customer relations

· Proficient in the use of computers
· Proficient in arranging work schedules, balancing daily work sheets and inventory ordering and control

· Excellent communications skills with higher management, clients, customers and peers
· Excellent skills in working with children both as an authority figure and relating to them on a one to one basis.

· Proficient in preparing lesson plans and delivery a lesson in a clear and exciting manner.


	Work experience

	2014-2015

Designs of Michael Christopher:  Working part-time while I was in school obtaining my teachers license. Michaels is a two part salon where I worked in the barbershop. Servicing our male clientele. Furthering my experience with fading and gaining an introduction to Redken Camo color.

2011-2013

Samina Wahhab, M.D., Plastic and Reconstructive Surgery
Surgery Scheduler/Administrative Assistant
Surgery Scheduling Component:  Work one-on-one with patients reviewing everything needed for surgery both medically and personally, configure and work up pricing for procedures, schedule surgery procedures, communicate with the hospitals to ensure proper block times and additional OR time, obtain letters of medical necessity  to send to insurance companies for precertification, set up peer-to-peer phone calls with doctors and contact patient with approval or denial, communicate via letters, phone calls, text messaging etc. with other doctors and office managers in the area, schedule testing and imaging needed prior to surgery, order materials needed for the operating room and arrange for representatives of that company to be present in the operating room.

Administrative Assistant Component:  Organize doctor’s personal schedule and schedule of other providers in the practice, appointment scheduling for family outings and school closings, thank you letters to referring physicians.
Office Component: Day to day operations of a medical practice, open and close office, triage phone calls for the doctor and promptly respond to patients with an answer, monitor office personnel regarding working  interdependently and professionally on tasks at hand, 
2005 - 2011 – Work from home.
Home Based Hair Stylist

Use my  cosmetology skills as a home based hair stylist working  with and advising clients about styles, color and other cosmetic issues
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Barry A. Ruht, M.D., P.C.
Simultaneously work, as- needed, as a work comp clerk using electronic medical records, small amount of dictation work.
2002-2005
Hair Plus

Work with and advise clients about styles, color and other cosmetic issues, inventory ordering, hair products for use by the staff and to be sold as retail to our customers, control hair color system, keeping it organized stocked and put to use. 
2000 – 2002
Stotz & Fatzinger

Outside Sales: Office supplies, office furniture, custom forms to the medical and business community of the Lehigh Valley, set up, and conduct meetings with new and existing clients, communicate with clients about upcoming sales and promotions on products they use.
1998 – 2000.  
Lehigh Valley Orthopedic Group, P.C., Allentown, PA

Front Desk Receptionist

Manage all tasks relating to front desk operations, communicate with patients in a professional manner supervise additional front desk employees, surgery scheduling for one orthopedic surgeon.
16 years previous work history as a managing cosmetologist in Alabama is attached 

	
	

	Education

Volunteerism                  


	Empire Beauty School

Certified Teachers License - Obtained
I have obtained a Pennsylvania Cosmetology Teachers License and would like to work in sales for a product line, in outside sales for a local territory and also work part time at a cosmetology school as an instructor. 
Step Ahead School of Cosmetology, Midfield, AL

Managing Cosmetologist Certification completed - 1989 received the most dependable student and most congenial student awards.
John Carroll Catholic High School, Birmingham, AL
Graduated – High School Diploma – 1983 member of journalism staff.
St. Joseph the Worker Parish, Orefield, PA 2009 -  2011
Teaching Assistant Religious Education Program, 6,7 & 8th  grades, help children continue their catholic education for Confirmation.
ALABAMA WORK HISTORY

1995 –1997.  Head Start Incorporated, Birmingham, AL

Managing Cosmetologist

· Interview, hire, counsel and terminate employees

· Maintain staff schedule

· Audit weekly payroll

· Perform employee evaluations

· Maintain the general appearance of the salon

1992 – 1995.  Master Cut Hair Care, Birmingham, AL

Salon Manager/Stylist

· Supervise and train personnel

· Organize work schedules and time sheets,

· Market and sell products

· Order supplies

· Prepare bank deposits

· Maintain the general appearance of the salon

1988 – 1992  Head Start Incorporated, Birmingham, AL

Hair Stylist

· Greet clients

· Cut and style hair

· Balance daily work orders

· Prepare bank deposits
References furnished upon request
 

	
	


