Bonnie McCormack
3372 Bentwood Drive
402.505.1328
Kodak, Tennessee 37764
bonnie.mccormack.2@gmail.com
PROFILE
Accomplished professional with a valuable blend of skills in executive level administration, business management, and customer care.  Extremely well organized, dedicated, and resourceful.  Highly self-motivated with a solid work ethic.  Skilled at multi-tasking and maintaining a strong attention to detail.  Employ professionalism and superior communication skills to meet customer and company needs.
Areas of Strength
Managing Logistics -- Organizational Compliance -- Relationship Building – Customer/Patient Care
Multi-task Oriented -- Professional Communicator – Staff Training & Development – Team Contributor
Professional Experience

FISCHER’S MARKET, New Braunfels, TX
4/2018 - 10/2018
Retail Associate
Served as in integral team member during the grand opening of a new store location with demonstrated experience in providing courteous customer service and building a positive rapport with team members and management to support the store’s success.
· Contributed to business growth by greeting all guests and creating a customer-first environment that facilitated a positive experience.
· Assisted management with daily responsibilities such as stocking merchandise, tracking inventory, and monitoring product integrity and freshness for all perishable items.
· Developed and implemented new ideas and standard operating procedures that attributed to a more efficient work environment.
AN ANGEL’S TOUCH, INC., Omaha, NE
4/2006 - 3/2018
Executive Director / Licensed Assisted Living Administrator
Supervised overall day-to-day operations of three (3) licensed assisted living facilities for a special population of dementia patients while ensuring the highest quality of patient care in accordance with company standards, state regulations, and resident satisfaction.

· Initiated and achieved recognition as a “State Certified and State Recommended Assisted Living Facility” by the state of Nebraska for meeting all of the state requirements for such a special title to add to the licensure.
· Planned, designed, and managed the renovation of the company’s third successful facility.
· Provided safe and exceptional quality care for a dementia-specific assisted living community that encompassed three different locations overseeing twenty-four (24) residents and all staff members.
· Facilitated all activities of daily living for the residents which included, but was not limited to, meal planning, organizing activities, coordinating physician appointments, medication monitoring and administrating, as well as taking of daily vitals.
· Managed, recruited, hired, trained, and mentored an incredible team of professionals with continuous coaching on company policies, procedures, continuing education and mandatory state regulations.

· Managed all marketing of the facility to maintain optimum occupancy and staffing by giving presentations, attending health fairs, and speaking with doctors, hospitals and local colleges.
· Communicated with residents, family, doctors, and agencies concerning all relevant issues.

NATIONAL ARBOR DAY FOUNDATION, Nebraska City, NE
6/2000 - 7/2005
Executive Assistant
Provided administrative and business support to the Vice President of the Arbor Day Foundation and supported other members of the executive management team across all disciplines of the organization. 
· Enabled the Vice President to become more productive by handling a wide array of executive office tasks such as fielding phone calls, preparing documents, maintaining special records, and coordinating special events, requests, and projects.
· Managed the Lied Lodge & Conference Center and various Arbor Day Farm attractions.
· Maintained a complex calendar of events and created a highly effective organized filing system.
· Fulfilled a critical role for the Vice President who was often unavailable and consumed with a full schedule of responsibility.
· Maintained strict confidentiality with sensitive information, financial documents, business records, and personal matters.

COMPUTER SKILLS
Microsoft Office, Internet, and Email applications.

EDUCATION & Certifications
Education
Graduate of Oswego High School, Oswego, NY

Certifications
Licensed Assisted Living Administrator – License # 648


Licensed Medication Aid –License # 57402 - Nebraska State Registry
