	600 Beechwood Ct B41

Berrien Springs, MI 49103
	Phone (269)-471-6412

E-mail emma@andrews.edu


Emma Calderon

	Objective
	To obtain a full time position as a Speech Pathologist Assistant.

	Education
	2002 - Present
Andrews University
Berrien Springs, MI
Major – Spanish Studies
Minor – Speech Language Pathology & Audiology

	Interests and activities
	Deliverance Choir, Andrews University Out Reach

	Work Experience
	2001    Grand Rapids Public Schools     Grand Rapids, MI                      Bilingual Paraprofessional                                                                                  Correspond with classroom teachers and Reading Specialist in planning for                                 students, test and tutor bilingual students, maintain record of student’s                                         performance.       
6/99 - 8/2001         Lennar Homes                Altamonte Springs, Florida                        Receptionist                                                                                                      Answer telephones, maintain all records of Notice to Owners and lien releases for the Insurance Department, issue payments to vendors, make flight and hotel                                 reservations, type letters and memos, provide back-up assistance to the Office                                 Manager, fax, FedEx, distribute all correspondence and other various                                        miscellaneous clerical tasks.

1999        Pharmerica Pharmacy                Longwood, Florida                        Pharmacy Support                                                                                                  Assisted Pharmacist by writing prescriptions for controlled drugs.  Coordinated                                 with medical offices to obtain signature for refills and confirmed prescription                                 balance.  Maintained records of when prescriptions were last filled and when                                 patient was deceased.  Assisted in answer phones, filled all copies of refills.      


	Languages
	English and Spanish

	Computer Experience
	  Microsoft Word, Microsoft Works, Microsoft Excel, Microsoft PowerPoint 




