Jaime Ashton-VanMeteren

2653 Morgantown Road

Brownsville, Kentucky

Email: jaime_vanmeteren@hotmail.com

Phone: 270-246-2625

Education

Alliant International University (2007-2009) San Diego, California

M.A. International Relations, Mexico City Campus


G.P.A. 3.44

Temple University (2005-2006) Philadelphia, Pennsylvania 

B.A. Spanish Literature and Language


G.P.A. 3.35, cum laude 

Western Kentucky University (1999-2003) Bowling Green, Kentucky

Spanish and Anthropology

Work Experience

BEC International (2009) Mexico City, Mexico

· Elementary English teacher to company employees and executives at Radiorama Radio Station and Itera Corporation. Organized daily classes to engage students by including videos, scenario situations, and daily written assignments.

Master Executive English (2009) Mexico City, Mexico

· Intermediate English teacher to company employees and executives at Allianz Seguros Insurance Agency. Emphasis was placed on dialogue and development of student’s ability to speak and write English with fluidity.
Amnesty International USA (2008) Atlanta, Georgia
· Southern Regional Office
Intern to the Regional Coordinator at Amnesty International – Southern Regional Office. Researched and contacted potential human rights organizations to assist promting our signature human rights cases.  Helped organize and work in our annual regional conference in Memphis, Tennessee to host the 60th Anniversary of the Universal Declaration of Human Rights, a tribute to the life of Dr. Martin Luther King, and to host the President of Amnesty International USA.

Congreso de Latinos Unidos (2006)   Philadelphia, Pennsylvania


Programa Esfuerza 

Intern for a Latino-based health center that focused on proper diet and social work for Latinos living in the Philadelphia area with HIV/AIDS. Organized paperwork and attended meetings over better promotion of health; in addition, helped deliver food to the socio-economic deprived elderly in the Latino community of Philadelphia.
.

University of Pennsylvania School of Dental Medicine (2004-2007) Philadelphia, Pennsylvania


Department of Oral Medicine
Administrative Assistant to the supervisor of the Department of Oral Medicine. Jointly responsible for writing and contracting Ryan-White grants to assist patients with funding; including medical insurance preparation. Stand in supervisor in absence of management for a staff of departmental employees, doctors, and student doctors. Responsible for payroll, event planning of department meetings, maintaining an Access database of our patients, maintaining our chart system, preparing audits of our department, and working as a liaison between other departments to assist patients. Performed the functions of the secretary in her absence by greeting patients, answering calls, and scheduling appointments.  


Main Clinic
Administrative Clerk for the Main Clinic of Dental Medicine. Maintained a department of over ten thousand charts by shelving and purging, greeting patients, answering the switchboard, and working with dental students to schedule appointments.

University of Kentucky (2003) Lexington, Kentucky


Department of Agronomy
Administrative Assistant for the Department of Agronomy. Prepared pro-card documents for accounting, maintained database of documents for professors, prepared and faxed documents, and sorted mail for the department. 


Alumni Affairs
Administrative Assistant to the Chief Accountant of Alumni Affairs. Prepared pro-card documents, mailed information to Alumni of the University of Kentucky, and ran out of office errands. 


Chandler Medical Center
Administrative Assistant for the Chandler Medical Center. Maintained and organized a filing system for the Department of Pediatric Cardiology.  

AFNI (2000-2001) Bowling Green, Kentucky


Business Queue and Customer Service Representative for Anderson Financial Network, Inc. Retained customers in the cancellations department, and offered technical support to cell phone users of  Verizon and Cingular cellular phone companies. 

Related Information


Charismatic. 

· Native English Speaker.
· Upper Intermediate Spanish spoken/written.

Exceptional organizational ability.

Innovative. 

Highly self-motivated.

Technologically proficient. Internet, Databases, Microsoft Office.

· International work experience.
