
Nadine Cornish

[Brampton, ON] |437-771-5462 | [job.cornish1@gmail.com] 
Award-winning and integrity-driven leader with Medical Office Assistant/Business Management/Accounting/Customer Service/Special Needs Diplomas, a Public Relations Consultant Certificate, Mental Health First Aid Certificate, and 20+ years of success in diverse industries. Currently pursuing a Bachelor of Health Administration (BHADM). Manage and deliver projects on time and within budget and trusted to maintain the confidentiality of sensitive information. Work with individuals from diverse backgrounds. Use communication, interpersonal, organizational, and time management skills to thrive in challenging team settings. 
Professional Experience
JASA Storefront Case Management | Brooklyn, NY 
Case Assistant | August 2023 – Present
· Assist with client inquiries and transfer information to the Case Manager 
· Make and receive calls and email correspondence 
· Works with clients to assist with communication resources 
· Ensure data entry on clients’ case notes are detailed and accurate 

Everything HVAC Company | Brampton, ON Customer Service Manager | January 2020 - 2022
· Attract potential clients by responding promptly to product and service inquiries
· Send and reply to email and fax
· Open and maintain customer accounts with accurate data entry
· Manage large amount of incoming calls
· Compile reports for customer satisfaction 

The Village of Erin Meadows | Mississauga, ON
Personal Support Worker Mentor | December 2002 – Present 
· Accurate Data entry on patients 
· Provide exceptional customer service daily 
· Serve as the team leader and recruit, train, onboard, mentor, and delegate responsibilities to 200 new staff
· Address staffing concerns and brainstorm solutions while working closely with the multidisciplinary team and complete documentation per organizational policies and procedures
· Perform the duties of a Quality of Life Surveyor and conduct up to 10 surveys monthly to secure information and make data-driven decisions to continuously improve the quality of care and safety of patients
· Recipient of the Employee of the Year Award and selected by management to represent the company 
William Osler Health System | Brampton, ON
Corporate Registration and Call Center (Internship) | June 2019 - July 2019 
· Leveraged good customer service communication and interpersonal skills to conduct up to 200 outbound calls daily 
· Applied analytical and organizational skills to accurately register up to 150 patients daily 
· Documented medical histories and utilized allergy and fall-risk stickers
· Multitasked and leveraged technical skills to operate a multi-computer system 

The Village of Erin Meadows | Mississauga, ON
Interim Scheduling Clerk | January 2016 - October 2018  
· Coordinated the scheduling of 300 nurses within the nursing department to cover care for 180 patients 
· Modified schedules as needed to cover sick calls, leaves of absence, and/or vacation requests 
· Coordinated with the Unit Supervisor, Director of Nursing Care, and the General Manager to overcome challenges and ensure staffing needs met patient demand and administer data entry for payroll
· Participated in the recruitment and selection of new hires and protected the confidentiality of staff records 

Additional Experience


Grace Kennedy Remittance | Teller Supervisor | January 1995 – October 2001
· Supervised and distributed cash in the amounts of up to two million to a team of 4 tellers daily, maintained bookkeeping records, and trained 12 new employees in a high-volume environment 
· Represented the company at 3 corporate meetings, made recommendations to drive corporate growth, and received an award for providing excellent customer service to clients 
Core Competencies
Customer Service, Client Acquisition/Satisfaction/Retention, Business/Campaign/Event Management, Accounting, Bookkeeping, Training, Strategic Planning, Public Relations, Fundraising, Data Entry, Critical Thinking, Marketing, HIPAA, Social Media, Administrative Skills, Scheduling, Active Listening, Problem-Solving, Quality, Efficiency, Productivity, Communication/Interpersonal/Analytical/Organizational Skills, Time Management, Multitasking

Computer Skills: Microsoft Office (Word/Excel/PowerPoint/Outlook), Datix, ABELMed, GoldCare, MEDTECH
Education/Certifications
Customer Service Diploma, Alison College, May 2023
Special Needs Diploma, Alison College, April 2023
Early Childhood Special Education Needs Certificate, Alison College, April 2023
Advanced Childcare Training Certificate, American Red Cross, March 2023
 Mental Health First Aid Certificate, National Council for Behavioral Health, March 2023
Public Relations Consultant Certificate, IAP Career College, November 2020
Medical Office Assistant Diploma, Trios College, July 2019
Business Management Diploma, Stratford Institute, November 2013
Personal Support Worker, Sheridan College, September 2002
High School Diploma, National Institute of Commerce, October 1995

