Andrea Miller
Amiller24223@yahoo.com • (254) 449-5089
1049 Crestwood Dr. Killeen, TX 76549 

Target Position: Killeen ISD Teacher
Personable and capable individual. Well articulated quick-learner with experience in public relations, time management, and information presentation for higher education purposes. Demonstrates daily all aspects of strategic and tactical communications and planning. Individual dedicated to the principles of strong work ethics and ethical decisions to promote morally sound actions. 
—Core Competencies— 
Team Building • Data Research, Analysis, and Evaluation 

Information Presentation and Education • Conflict Management 
Interpersonal Skills and Communications • Planning/Organization • Leadership Performance Improvement Planning and Implementing • Multi-tasking 
Policy and Procedure Management and Enforcement 


 

EXPERIENCE
Research Experience
• 
Extensive experience in topic research and data collection for educational and awareness purposes. 

•      Effective and efficient collaboration with staff and team resulting project completion and meeting required deadlines 

• 
Proficient in organization and presentation of collected data and research.
Administrative
•
Planning, organizing and executing on-going education and training. 
· Continued and on-going assessment of information retained and implemented
· Determining specific plans for process improvement for effective staff education
· Organize and plan projects to meet specific deadlines.
SKILLS
Language and Communication
•      Expert reading, writing, and oral language skills resulting in mastered and effective verbal and written communications.
Computer Skills
•      Computer literate in both Macintosh and PC systems resulting in full capability of learning and mastering Information Technology systems.
•      Accurate and accelerate typing rate.
•      Microsoft Windows. Work, Excel, PowerPoint, Publisher, InfoPath Outlook

· AS400
· MVP EVerify System

•      WordPerfect
•      SmartDraw VP
• 
ADP/ Reynolds and Reynolds programs
EDUCATION
University Of Phoenix: Phoenix, AZ
Bachelor of Science in Health Administration, February 07, 2011
Cumulative GPA: 3.6
Central Texas College: Killeen, TX
Associates of Arts in Interdisciplinary Studies, August 2009
PROFESSIONAL EXPERIENCE
Mercedes Benz of Georgetown- Georgetown, TX (January 2013- August 2013)


Business Development Center Manager

Directly responsible for managing staff for three departments through; interviewing, hiring, training, scheduling, and overseeing daily operations/functions. Conduct and monitor performance evaluations and improvement measures for staff. Responsible for developing business plans for client scheduling, retention, and satisfaction to generate and increase revenue. Daily functions include financial budgeting and balancing, computer system application system monitoring, billing, and resolving customer and employee satisfaction issues. Responsible for overseeing all compliance with organizational policies and federal laws for employment and financing.
Lincare, Inc. - Belton, TX (March 2011- October 2012)

Center Manager
Interview, hire, train and supervise quality candidates. Maintain staff and departmental relationships to improve center efficacy. Maintain high levels of quality care provided to patients.  Develop and implement safety, compliance, quality assurance/ performance improvement programs, including maintaining records, in accordance with company standards and all federal, state, and local regulations that apply to DOT and FDA. Control inventory including purchasing of equipment and supplies through the central purchasing function and equipment accountability. Responsible for growth of the patient base through excellence in customer service and physician and referral relations. Responsible for the profitability of the center and for implementing and directing cost controls.  Responsible for maintaining a fleet of leased vehicles including establishing a routine preventative maintenance program and follow up of maintenance. Determine and enforce risk management principles. 
Gap in employment due to pursuing higher education and family growth opportunities 
KidSmartLiving Inc. - Stafford, TX (Aug 2003- May 2005)


Warehouse Lead
Began at this small company as a shipping and receiving clerk charged with duties of filling and shipping customer orders and receiving and stocking inventory shipments. Promoted after eight months to warehouse supervisor to include customer service relations, building vendor relations through placing and confirming inventory orders, managing all vendor files, correcting warehouse related mistakes, and scouting, training, and retention of new and current employees. 
References Available Upon Request
