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Deb’s Professional Services
Dedicated * Eclectic * Business & Personal * Services
www.debsprofessionalservices.com
-- Don’t Let Precious Time Slip Away
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Debra L Williams
Since arriving in Las Vegas in 2011 I have enjoyed working with my husband primarily at EVENTS as well as on-site at Campgrounds and RV Resorts utilizing MANAGEMENT and CUSTOMER SERVICE as well as other skills.  I continued to provide VIRTUAL assistance to a variety of businesses and individuals, including those in the legal and health & fitness arenas.  I also provide ON-SITE services in the Las Vegas area.  Other areas may be available with special arrangements.
My husband & I also provide courier/transportation services to Deb’s Professional Services’ associates/clients.

I bring over 40 years’ experience, encompassing a broad range of experience and education, some of which is included in the following synopsis.  You will note “Experience” is broken up into three special areas (there is repetition in order to ease review and presentation of each area individually):
· Experience 

*  Administrative     * Legal     * Health & Wellness
· Education  (LAST PAGE of this synopsis)
Since obtaining my Bachelor’s Degree from Bradley University, I have successfully completed numerous seminars and certification courses obtaining various certifications and, some of which are included in the Experience areas as well as areas of special studies.

I was on the honor roll at Los Angeles City College (while in the PARALEGAL program there), Illinois Central College (where I also obtained college credit in some Legal-related courses), St. Francis School of Nursing, and Bradley University.
I brought over 30 years of eclectic experience and education with me when I founded Deb’s Professional Services in January 2003.  For the first 7 years we specialized in providing on-site business (including law firms) and personal services.  THEN we ventured out to Las Vegas and began to focus primarily on VIRTUAL and special on-site endeavors.
ADMINISTRATIVE 

Office and Organizational
Experience Includes:  Administrative Specialist, Office Manager, Office Coordinator, Grant-writing, Special Project Coordinator/Specialist, Property Management, marketing, secretarial, Virtual Office Associate, receptionist, phones, clerical, various office machines, Customer Service, budgeting, shipping & receiving, record keeping, accounts payable/receivable, invoice vouchering, medical claims/benefits, payroll/time-keeping.  Administrative Assistant in the Curriculum Programs –preparing/editing training manuals, instructor guides, tests, additional resources, etc.  

Transcription (legal, medical, and psychiatric focus) in a variety of settings, using variety of methods.

Research Assistant for archivist, Frank Mackaman, at Dirksen Congressional Leadership Center during its conception in the late 1970s. 

Continue to research professional materials, develop and make available teaching materials to professionals as well as the public for awareness and self-help.

Variety of CSR and marketing venues, including and now specializing in Event Specialist and Event Planning.  Events via Deb’s Professional Services, Express Employment Professionals, NCIM (New Concepts in Marketing) and CROSSMARK.

I am proficient in WordPerfect, Professional XP, Windows 7, 8, and now working in Windows 10.  

Microsoft Office Master Certification.  Computer Experience including but not limited to:

· CRT

· MS Windows

· MS Word (Master Certificate)

· MS Works

· MS Access

· Excel

· Power Point

· Affinity

· WordPerfect

· AmiPro

· Outlook

· Lotus notes

· Lotus1-2-3,

· Professional Write,

· various personalized software

 
Awards & Certifications/Special Studies
Since obtaining my Bachelor’s Degree from Bradley University, I have successfully completed numerous seminars and certification courses obtaining various certifications.  

· Recognized with Fab Awards – Fayette Companies.

· Covey Leadership Course resulting in obtaining Goose and Golden Egg

· Long Term Care Administration

· Microsoft Office Master Certification

· Software training – various individualized software applications specific to particular employer.

· Outlook certification

· Several college-level courses, i.e. accounting, record-keeping, business law, etc.
LEGAL
Several legal-related college courses were successfully completed along with a number of years of experience prior to beginning Deb's Professional Services in 2003.  
From January 2003 until March 2011 Deb’s Professional Services supplied a total of over 5 years of full-time business services as Legal Secretary in-house at law firms in addition to Virtual Administrative Associate and part-time/temporary on-site legal office hours.   
Legal-focused Experiences during &/or prior to Deb’s Professional Services include:
Legal Assistant/Secretary, transcription, filing, courier services (file documents, secure signatures, take various documents for signature (i.e. board of directors), and office calendar, bookkeeping, interviewing clients/witnesses as well as potential employees; assisted with case investigation and research; documentation preparation, process serving, billing, staff training, notary public.

Increased awareness and assisted with applications and appeals for various governmental, public, and private benefits and resources; dealt with governmental and other agencies to obtain services, many times walking individuals through the appeals, i.e. social security disability, supplemental security income, medical assistance, children and family services, vocational training, legal assistance, educational assistance, guardianship, etc.; liaison/advocate, acted as payee for benefits, and power of attorney.

 Negotiated alternative plans between courts and clients; monitored and wrote reports to the court.
Legal-Related Studies
· Paralegal Coursework (prior to degree)

· Criminal Justice coursework equivalent to completion of Bachelor Degree at Bradley University

· Several legal-based college-level courses (while working toward Bachelor Degree)
Legal – Related References / Contacts
Individuals & office personnel who I privately assist remain confidential & not included in this listing
* Jane H. Merrill, Attorney
IVIRTUAL assistance provided to Attorney Merrill (family court documentation) prior to her joining her current law firm, Hawthorne Merrill Law, LLC, 
Hawthorne Merrill Law, LLC      410 Main Street, Greenwood, SC 29646   Phone: (864) 229-1010
*  Cindy Neal – President, Express Employment Professionals
4111 N Prospect Rd., Peoria Heights, IL, 61616-7773    Phone: (309) 682-2888
*  David L. Cover, Attorney 

Provided legal assistant/secretarial services in his office.  
     *   Julia Stone, Legal Assistant/Secretary to David L. Cover
456 Fulton St #203, Peoria, IL 61602     Phone: (309) 673-8227

*  Westervelt, Johnson, Nicoll & Keller LLC, Attorneys and Counselors
411 Hamilton Blvd, Peoria IL 61602-1144     Phone: (309) 671-3550.
Provided legal assistant/secretarial services for several attorneys in this office on short-term and/or longer-term basis.

· Thomas A McConnaughay – Attorney (also office manager)

· Ross E Canterbury – Attorney

· Charles Couri – Attorney (deceased December 2014)

Kevin D. Schneider - Attorney     

· HEALTHCARE & WELLNESS 
Medical and Psychosocial

Personally and via Deb’s Professional Services – I have worked with: 
· Agencies / Government
· Corporations

· Long-term care facilities

· Mental health facilities

· Hospitals

· Doctor's offices (various specialties) etc.

· Individuals

· Families

· Care Providers

· Not-For-Profit

· Faith-based Organizations 

· Churches

Services have included:
· Administrative Assistant

· Office Support

· Transcription

· Educational Support & Materials

· Direct Care

· Advocate

· Personal Assistant

· Transportation & Escort

· Crisis Intervention

· Psycho-Social Support

· Psycho-Social & Medical Case Coordination

· PRSC

· QMRP

· Quality Assurance

· Long-Term Care Coordination,

· Nutritional-Wellness Support etc. 

· Healthcare & Wellness Concierge

· Resource & Referral

· Transitional  Services
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In addition to business / admin services in the Health/Medical field.  I continue to research and actively support & educate others as a

doTERRA Wellness Advocate.

HEALTHCARE & WELLNESS  -- Medical and Psychosocial -- CONTINUED…
2003 - 2010 I also accepted reimbursement for services provided to clients as Personal Assistant through the State of Illinois, Department of Rehabilitation.  

I have assessed various nursing homes & completed quality assurance reports re services, customer relations, active treatment, etc. Private Case Coordination; researched possible nursing home/hospital/guardian neglect/abuse issues.

Medical office support, including transcription, reception, appointments, billing, phones, collections, address billing problems with patients, physician, hospital, and insurance companies.  

Nursing Assistant in hospital and long-term care environments.  Unit Clerk in hospital setting.

Department Head in long- term care facility and hospital settings; coordinator of various departments and disciplines in long-term residential facilities.   

Passed Illinois State and National Licensure Exam for Nursing Home Administrator, worked to bring ICF/DD facilities into compliance with state and federal guidelines.  

Qualified Mental Retardation Professional (QMRP).  Specialized training and experience in Dual Diagnosis, MI/MR/DD and addictions counseling.  Psychosocial Rehabilitative Services Coordinator (PRSC).  Crisis Intervention/Emergency Response.  Presented seminars – group, patient, family and staff training, various 12-Step with individual/family counseling.


* Continue to research professional materials, develop and make available teaching materials for professional and public use.

* Continue to make available support services to professionals and individuals.
HEALTHCARE & WELLNESS  -- Medical and Psychosocial -- CONTINUED…
Awards & Certifications/Special Studies
Since obtaining my Bachelor’s Degree from Bradley University, I have successfully completed special classes, numerous seminars and certification courses.

· R.N. academic & clinical experience – resulting being “capped” prior to Jr. level at St. Francis School of nursing.

· Master level coursework in Leadership in Education, Human Services, & Counseling  and Human Development

· Post-graduate level on-site work & training specializing in Alcoholism and Prescription Drug Abuse in Seniors under Dr. Lawrence J. Rossi,. founder of Hopedale Hall, Hopedale Medical Complex

· Completed onsite classes/certification for Occupational Therapist Assistant

· Completed onsite classes/certification for Physical Therapist Assistant

· Completed numerous courses obtaining various certificates from State of Illinois Department of Mental Health.  Focus primarily on – Developmentally Disabled, Substance Abuse, Mentally Ill, Dual Diagnosis – in arenas of Mentally Ill/DD/Substance Abuse…

· Long-Term Care Administration – resulting in: certification at Illinois Central College, completed coursework equivalent to Associates Degree; Passed National Level Nursing Home Administrator’s Licensure Exam; Passed State of Illinois Nursing Home Administrator’s Licensure Exam.
Legal-Related Studies
· Paralegal Coursework (prior to degree)

· Criminal Justice coursework equivalent to completion of Bachelor Degree at Bradley University

· Several legal-based college-level courses (while working toward Bachelor Degree)
I have obtained a number of certifications etc. as included under various fields of expertise.
FORMAL  EDUCATION
	 COLLEGE/Institution of study
	MAJOR
	RESULT
	COMMENTS

	Illinois Central College
East Peoria IL
	Long-Term Care Administration
 

(2002 - PDC – computers - master level – Microsoft Office)
	Certificate May 1993

 
	Internship Country View Living Center; coursework equivalent to Associates Degree

PASSED – State and National Licensure Exams for Nursing Home Administrator

	Bradley University
Peoria IL
	Double Major:

Psychology & Social Services

Minor: Criminal Justice
	Degree:
Bachelor of Science 1988
	Internships: 3 semesters Tazwood Center for Human Resources; 1 semester Peoria Urban League-New Horizons.

Completed all coursework for major in Criminal Justice

	Illinois Central College
East Peoria IL
	Psychology

Previous Major: R.N.
	Associate Degree:

Liberal Arts & Science 1985
	Coursework in legal, medical & business-related fields.

Completed all coursework for 3 yr RN diploma

	St Francis School of Nursing
Peoria IL
	Registered Nursing
	Completed up to Jr. Year Clinical
	Completed all academic requirements

	Los Angeles City College
Hollywood CA
	Paralegal
	Completed 1 ½ semesters of 4 semester program
	Program not offered at that time in Illinois.  Have work experience and additional legal-based coursework after LACC


* On honor roll at each of the above institutions at least one time
* Single parent during coursework in addition to most of the time either working or serving internships
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