






Cheryl Guinan 
144 Moran Street 
Reno, NV 89501 
775-233-1543 

CherylLynnGuinan@yahoo.com 
OBJECTIVE:  

I am seeking a position as an executive assistant 
clerical duties and needs to support the office and CEO. I excel in customer service and multitasking. It is important to 
be in a mutually respectful environment which supports continued professional growth, creativity, and joy in my 
professional and personal endeavors, as an employee, parent, and community member.   

 
Professional Work Experience: 

Communication Therapy Aide / Rehab Therapy Aide/ Nuclear Medicine Aide 
 

December 15th, 2008 to December 22nd, 2024 
Reno, NV  

 Facilitated the completion of daily duties, such as therapist patient lists, message delivery, supply needs and 
preparation to ensure that therapist are provide optimum opportunity that meets, not only patient care needs 
but department and hospital goals as well.  

 Provide skilled and empathic care for outpatients and inpatients to ensure safety goal standards and strive to 
see patient expectations are met within my job description and maintain utmost patient privacy. 

 Responsible for obtaining insurance authorizations for patients. 
 Scheduling patients 

(Radiology, Fitness Center, Outpatient Rehab Clinic). 
 Assisting the department director/supervisors in reconciling billing charges/productivity and data entry for the 

Rehabilitation Therapy department. 
 Responsible for managing office and medical supplies for various departments. 
 Proper cleaning of patient areas, staff offices and sterilizing of medical equipment meeting department policies 

and procedures. 
 Assist in maintaining Stroke Support Group data, facilitating invitations to attendees. 
 Maintaining productive relationships with hospital departments to ensure functional and successful outcomes 

in department requests and needs. 
 

Receptionist 
Ad-Spec Advertising Specialty Company 
July 1st, 2007 to October 2018 
Sparks, NV  

 Consider to be the first face of Ad-Spec. Worked to ensure that the first interaction with the business was a 
friendly and positive experience for the clients in person or over the phone. 

 Responsible for maintaining high level customer service in answering phones lines (8) and directing customers 
to the correct salesperson.  

 Maintained office invoice mailing, ensuring timely payments and processed account matters.  
 Filing of office records, vendor correspondence and billing. 
 Maintain office supplies and cost-effective ordering of supplies. 
 Responsible for maintaining office equipment (copier, fax, phone systems) and basic computer operations.  If 

issues were identified, arranged immediate repair for equipment.  
 Was assigned unique projects as needed by the owner of the company. 

 



Real Estate Licensee/Transaction Coordinator 
Realty World Ballard Company 
June, 2004 to March 2007 
Reno, NV  

 Located properties for buyers and listed properties for sale for clients. Primary residential. 
 Presented and explained legal real estate contracts to clients as well as submitting offers.  
 Required to order inspections, set up appointments for clients and co-workers outlined by contracts. 
 Responsible for auditing files, filing, and taking complete notes on all transactions for office broker, clients, 

lenders, and title companies. 
 Responsible for answering phones, opening, and closing of office and occasionally running company errands.
 Maintained and updated office client databases. 
 Held and taught free first-time buyer classes teaching the public the necessary steps on how to purchase a 

home.  

Office Secretary 
Grand Lodge of F. & A.M. of Nevada 
October 2000 to July 2004 
Reno, NV  

 Responsible for responding, delivering, and filing correspondence received by the Grand Lodge of F. & A.M. of 
Nevada for local and foreign delegations. 

 Responsible for timely execution of payroll, accounts payable, account receivables under the direction of the 
Grand Treasurer. 

 Helped with coordinating yearly conventions, duties including tracking registrations, assembling registration 
packets, and attending to attendee needs. 

 Responsible for selling various Masonic products. 

Academic History: 

 High School Diploma, June 6, 2000, Earl Wooster High School, Reno, NV. 
 Northern Nevada Real Estate School, certified pre-licensing requirements State 

of Nevada, November 20, 2002, Nevada.   
        Associate of Art Degree Criminal Justice, Truckee Meadows Community College,  

December 2020, Reno, NV. 
 Associate of Art Degree Psychology, Truckee Meadows Community College, December 2020, Reno, NV. 
        Associate of Art Degree, Truckee Meadows Community College, December 2020. Reno, NV. 

Qualifications and Skills: 

 Experience with Microsoft Office Programs (e.g., Word and Excel). 
 Knowledge of phone systems, fax machines, copiers, and computer systems. 
 Professional phone etiquette and message taking.  
 Small event planning and appointment scheduling. 
 Confident in supply ordering, management of supplies/professional tools, facilitating maintenance and repair 

of office equipment. 
 Organizational skills and follow through. 
 Ability to prioritize and meet timely deadlines. 
 Constructive problem-solving abilities.  
 Extreme time management skills. 
 Able to work without supervision. 
 Respectful of attendance policies and departmental policies. 
 Typing (50+ wpm) 



Volunteer Work 

 Board of Directors Member 
Safe Embrace 
December 2023- Current 

 Board of Directors, Northern Nevada Representative 
Nevada Coalition to End Domestic and Sexual Violence (NCEDSV) 
March 2024-Current  

Certifications and Special Training 

 Nevada Real Estate License issued July 12, 2003, to July 31, 2007, Carson City, NV. 
 BLS for Healthcare Providers (CPR & AED) Certification 2008-Current, RESMA, Northern NV. 
 Active Assailant Training for Medical Personnel, November 8th, 2017,  

Washoe County Public Health Preparedness and Emergency Medical Services 
 Basic Rhythm Interpretation Certificate of Completion March 23rd, 2018,  

 
 PTK EDGE Transfer Excellence, Application Success, Transitions, Select, Search, Funding 2019 
 PTK EDGE Research Excellence-Investigation, and Action, Impact 2019 
 PTK EDGE Competitive Excellence Think, Grow, Connect, Collaborate, Perform 2020 
 PTK EDGE Career Excellence-Aim, Act, Advance, Achieve 2020 
 PTK EDGE Healthcare Excellence -Patient Care, Performance Care, Job Care, Self-Care, 2021 
 Reno Constituent Institute Participant, 2023 
 Washoe County Leadership Academy Participant, Current 2024-2025 
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