


Cassandra M. Wright  
1320 NW 33 Avenue 

Fort Lauderdale, FL 33311 
(C) 321.557.6038 

Thewrightway1961@gmail.com 
 

EDUCATION:  
 
Florida Metropolitan University        Orlando, FL  

Bachelor of Science – Healthcare Administration    5/2006  
 Associates Science – Medical Assisting      5/2004 
 Who’s Who Among College Students      5/2004 
 Academic Honors: President and Dean List     5/2004 
Plantation High School         Plantation, FL  
 General Education         6/1979 
First Aide & CPR          6/2017 
Alzheimer’s Certification         4/2017  
Medical Technician Certification        5/2017  
 
SKILLS:  
 

o Expert Knowledge of Microsoft Office (Word, Excel, Powerpoint, Outlook) 2003-2007 
o Created and Maintained client database  
o Excellent Customer Service Skills  
o Business Records and Records Management  
o NARA Records Training  
o Medical Terminology 
o Detail and Deadline Oriented  
o Medisoft 
o IDC9  
o Eclipse Medical Software  

 
WORK EXPERIENCE:  
 
Brookdale Senior Living Facility   Lakeland, FL    6/2018-10/2018 
    Resident Aide/Assistant Activities Coordinator  
 

• Provide personal care for residents in Memory Care and Assisted Living Facility, household 
chores, companionship, activities and outings with residents.  

• Assist as needed with feeding.  
• Assist in home environment with breakfast, lunch, dinner for residents 
• Follow schedule of activities as provided by the Activities Coordinator  
• Provide input with Activities Director as to projects, activities and fund raisers.  
• Ensure resident in a safe environment in the facility.  
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Home Instead Senior Care   Lakeland, FL    4/2018-7/2018 
      Caregiver 
 

• Provide personal care, household chores and companionship toward clients and families to 
help the client stay within the home.  

• Assist as needed with feeding client, preparing meals.  
• Transport as needed to various appointments with the client.  
• Ensure that client is safe in either their homes and/or facilities.  

 
Helping Hands of Brevard    Merritt Island, FL    8/2017-2/2018 
      Caregiver 
  

• Provide personal care, household chores and companionship toward clients and families to 
help the client stay within the home.  

• Assist as needed with feeding client, preparing meals.  
• Ensure that client is safe in their homes. 

 
Central Florida Communities   Titusville, FL    6/2017-12/2017  
     Direct Support Resident Care  
 
• Responsible for assisting as needed residents with personal care and daily activities.  
 Responsible for upkeep of clothing and cleanliness of wheelchairs 
• Assist as needed in safety of residents  
• Alzheimer’s certification. First Aid and CPR Certified  
• Caregiver responsibilities. 
  
Grand Villa Senior Living Community  Melbourne, FL    1/2017-6/2017  
     Resident Care/Care Giver 
  

• Responsible for assisting as needed residents with personal care and daily activities.  
• Assist as needed in safety of residents  
• Alzheimer’s certification. First Aid and CPR Certified 
• Caregiver responsibilities. MedTech Certification  

 
Loving and Caring Childcare   Melbourne, FL    11/2016-2/2017 

Infant Teacher  
 

• Responsible for care, teaching and creative environment for children, ages 0-2 years.  Interact 
with parents concerning the progress of their children.  

• Assist in maintain child records and monthly duties to maintain license status.  
• Assist in preparing food for service to the children and staff in daycare.   
• Detail and deadline oriented.   
• Work closely with childcare personnel.  Work in team environment as to the preparation and 

cleanup of the kitchen area.  
  



 
Adecco/Ebay      Melbourne, FL    11/2015-1/2016  

Customer Service Representative/Call center  
  

• Assist customers in finding their particular articles for purchase.  Process payments  
• Upsale products for Dicks Sporting Goods.   
• Detail and deadline oriented.   
• Work in team environment as to the preparation and cleanup of the kitchen area.  

 
Spherion Staffing     Melbourne, FL    8/2014-6/2017 

Cafeteria Worker/Server   
 

• Assist in preparing food for service to the students.   
• Detail and deadline oriented.   
• Work closely with Cafeteria personnel.  Work in team environment as to the preparation and 

cleanup of the kitchen area.  
 
Ultimate Rose     Melbourne, FL    2/2011-2/2015 

Production Floor and Customer Service 
  

• Prepared flowers and roses for shipment to customers within various areas.  Worked in 
various positions to make sure the orders were prepared for shipment.  

• Detail and deadline oriented.  
• Answered the phones, took orders and payments; provided customer service and information 

concerning the products on four various sites within the company.  
• Seasonal and shift work.  

 
Strong Tower Ministries    Melbourne, FL    6/2013 – 6/2015  
     Volunteer and community services  
 

• Provided food and clothes to the homeless; organized and participated in feeding outreaches 
for the homeless and the community.  

• Worked within the organization for provide mentoring, guidance and family support to 
members of the church and community.  

• Assist in finding resources for the homeless and church members as needed.  
• Produced visual presentations for the church and the community for events and information. 

 
Catholic Charities     Melbourne, FL    9/2012- 3/2013  

Intern, Adoptions  
 

• Prepare and maintain client’s files for Adoptive Parents, Birth Parents and others who are 
considering adoption.  

• Gather and present information for home studies of the adoptive parents for approval.  
• Assist in preparing materials for classes for parents  
• Brevard Interfaith Coalition assists as needed; attend schools for teachers and guidance 

counselors in presenting information about Catholic Charities.  
• Gather information to present to families and the community.  

  



 
TSC      Rockledge, FL    3/2010-8/2011 

Sales, Outbound, Collections and Customer Service Representative 
 

• Inbound customer services, sales, outbound and collection calls.  
• Provide assistance to customers to establish new service; bill assistance; collection of 

payments on accounts.  
• Detail oriented. 
• Work within call center team environment.  
• Quicktel training and H20 training for customer assistance.  

 
ReDe Critique, JV    Kennedy Space Center, FL    5/2008-8/2009 

Clerical Assistant  
 

• Provided administrative support for the Environmental Division Chief, three Branch Chiefs 
along with thirty employees in the Environmental and Medical Offices as well as supported 
fifteen contractors in Environmental.  

• Maintained supply and inventory control for the Environmental and Medical division with 
$7,500 monthly budget.  

• Provided clerical support for new MESC Contract Office.  Coordinated schedules for 
meetings, conference rooms and various other meetings.  

• Responsible for general office duties, various correspondences, Business Records Plans, 
Documentation Logs as well as other duties as assigned.  

• Provided support to special projects within the Environmental Branch and Recycling 
activities; worked with committee for selection of award calls for the Catch an 
Environmentalist Award.  

• Administrator for KAITS System for the Environmental Division; Prepared and logged 
records for disposition according to NASA Record Schedule.  

• Records custodian for Medical and Environmental division according to NASA regulations.  
• Records Management and NARA training/certification.  Provided customer service within 

the center. 
• Assisted with badging of individuals for tours for recycling and interviews.  

 
Chickasaw Nation, Inc.   Kennedy Space Center, FL    3/2007-5/2008 

Clerical Assistant  
 

• Provided administrative support for the Environmental Division Chief, three Branch Chiefs 
along with thirty employees in the Environmental and Medical Offices as well as supported 
fifteen contractors in Environmental.  

• Maintained supply and inventory control for the Environmental and Medical division with 
$7,500 monthly budget.  

• Provided clerical support for new MESC Contract Office.  Coordinated schedules for 
meetings, conference rooms and various other meetings.  

• Responsible for general office duties, various correspondences, Business Records Plans, 
Documentation Logs as well as other duties as assigned.  

• Provided support to special projects within the Environmental Branch and Recycling 
activities; Worked with Travel Manager.   

  



 
Heritage Family Preservation Center  Orlando, FL     8/2004-6/2007 

Receptionist/Administrative Assistant  
 

• Schedule appointments for clients, maintain database for Adopt US Kids over 75 families; 
assist with correspondence and public distribution of information; handle general office 
responsibilities; maintained supplies; provide resource information to clients within the 
community.  

• Created and maintained database for center.  Worked closely with Director, and coordinate 
classes and public information sessions.  

• Training from NACAC.  Parent Leader in Training for Community Champions Network – 
Pre and Post Adoption Support.  

• Traveled as required for various parent workshops and networking events.  
• Volunteer with organization in providing family workshops, community events, and adoption 

support services.  
 
West Orange Speech Pathologists    Orlando, FL     8/2005-1/2006 

Office Manager 
  

• Responsible for general and daily office duties within practice.  Supported Director and two 
employees.  

• Coordinated schedules with five therapists, two interns and numerous clients.  Maintain 
financial statements for thirty clients.  

• Maintained supplies for the office; verified insurance.  
 
Human Services Associates    Orlando, FL     3/1993-8/1996 

Administrative Assistant  
 

• Responsible for general and daily office duties within the Addictions Receiving Facility.  
Supported two programs.  Responsible for daily operations in a secured area.  

• Created and maintained database for facility.  Maintained supplies and inventory control; 
worked closely with case managers, clients and families.  

• Provided assistance for Quality Control and Records Management.  
• Coordinated meetings within facility and general public.  Maintained Petty Cash fund for the 

office.  Supervised two persons.  Worked with clients and technicians.   
 
Paragon Homecare    Orlando, FL     6/1989-2/1993 

Clerical Assistant/Home Health Aide  
 

• Responsible for patient records being kept current; doctors’ orders signed. 
• Worked with nurses, aides and therapists to provide services to clients; maintained supply 
• inventory for clients. 
• Prepared paperwork to be submitted to Medicare; worked with Quality Assurance.  
• Detail and deadline oriented 
• Provided personal care to patients on the weekends.  

  



 
Orange County Headstart   Orlando, FL     8/1994-5/1996 

Voluntary Policy Council Chairperson  
  

• Assisted with approval and planning program with parents, staff and management.  
• Worked closely with students, teachers and parents in various activities.  
• Provided oversight for program implementation and budget.  
• Worked closely with Headstart Director and Community Action Board Members.  

 
Southern Bell Telephone    Ft. Lauderdale and Jacksonville, FL   6/1979-8/1985  

Mail Clerk, Telephone Operator, Word Processor   
 

• Process telephone calls and correspondence for customers.  
• Prepared various proposals and correspondence for Marketing and Service Representatives. 
• Delivered mail to various departments  
• Detail and deadline oriented.   


