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Lisa Leon

IESWEE Fields Landing, CA 95537
lisaleon0327 @gmail.com
RS

Education
College of The Redwoods, Workplace Leadership Training Eureka, CA 2017
Carrington College, Medical Assistant Certificate Sacramento, CA 2004
Independence High School, High School Diploma Diamond Springs, CA 2002

I
Flexibility Accountability Integrity Create Liaisons Direct Service Provider
Medical Terminology Mentor Positive Role Model Needs Assessments Independent Living Plans
Trust Building Outreach Activities PowerPoint Presentations Mandated Reporting Person-Centered Services
CiL Suite Data Collection  Cal-Fresh Applications Complete Intakes Teaching Core Skills Referrals
Learn Resources Angel Fund Grants DOR Grant Writing Client Support Program Building
Organized Time Management Quarterly Reporting Promote Independence Social Work
Work Experience
Tri-County Independent Living- Eureka, CA August 8, 2017-Present

Transition Coordinator, Information & Referral & Administrative Support Specialist
Duties: Promote the philosophy of independent living. Build a home transition program that assists with relocating clients with a disability from
an institution to community living. Provide services that prevent imminent institutionalization due to a disability.

Self-employed, Rancho Cordova, CA November 2011-May 2014
Child Care Provider

Duties: Maintain a safe play environment, change diapers, observe; and monitor children’s play activities, communicate with children’s parents
about daily activities, sanitize toys, support children’s emotional and social development, positive reinforcement, prepare foods, instruct children
in health such as eating, resting and toilet habits. Read and teach simple painting, drawings, organize and participate in recreational activities
and outings, help children with homework, sterilize bottles and prepare formula, accompany children to and from school, and to medical
appointments.

Gastroenterology Medical Clinic- Folsom, CA August 2009-November 2011
Medical Assisting

Duties: Recorded patients’ medical history, vital statistics, or information such as test results in medical records electronically. Prepared
treatment rooms for patient examinations. Administered medications as directed by the physician. Collected blood, tissue or other laboratory
specimens. Authorized drug refills and provided prescription information to pharmacies. Explained treatment procedures, medications, or
physicians’ instructions to patients. Cleaned and sterilized instruments. Scheduled appointments for patients, answered phones, and completed
insurance forms. Operated electrocardiogram and other equipment to administer routine diagnostic tests.

Smits Heating & Air Conditioning- Diamond Springs, CA May 2008-October 2008
Office Assistant

Duties: Operated office machines, such as photocopiers and scanners, facsimile, voice mail systems, and personal computers. Answered
phones and took messages. Opened, sorted, and routed incoming mail, answered correspondences, and prepared outgoing mail. Completed
work schedules, managed calendars, and arranged appointments. Monitored and directed the work of other employees. Pulled permits,
scheduled final inspections, made bank deposits and promoted sales.

El Dorado County Community Health Center- Placerville, CA February 2005-May 2008
Medical Assistant

Back Office Duties: Room patients, complete set of vitals & special tests needed prior to the physician seeing the patient. Assisted doctors in
minor surgeries, provided acute care, made referrals, giving injections, or removing sutures, took messages, completed prior authorizations for
medications, procedures, and prescription refilis. Triaged lab and radiology results. Administered injections and conducted special testing. Took
inventory and ordered medical and lab supplies.

Front Office Duties: Greeted and checked in patients. Updated patient demographics, scheduling, phones, prepped charts for next day
appointments, pulled prescriptions, updated daily balances, scheduled follow-up appointments, and processed patient check outs. Kept proper
documentation and performed other bookkeeping requirements, such as handling credit or collections or mailing monthly statements to
patients.

Mobile Copy Service- Shingle Springs, CA June 2002-November 2008
Caller/ Scheduler

Duties: Ensure that confidentiality was maintained. Retrieved patient medical records from physicians, technicians and other medical
personnel. Released information to persons or agencies according to regulations. Planned, developed, maintained or operated a variety of
health record indexes or storage and retrieval systems to collect, classify, store, or analyze information. Called medical practice facilities and
medical billing offices to check if the request we submitted was received to copy patient records. Put WCAB subpoenas together and worked
with third party insurance companies to collect medical records.

References
Kristen Ketterman, College of The Redwoods, Veteran Work Study Eureka, CA
Rene Orona M.D., El Dorado County Community Health Center Placerville, CA

Don Ricketts, Owner-Mobile Copy Service Shingle Springs, CA



Tri-Gounty Independent Living

139 5th street
Eureka CA 95501
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July 9th, 2022

Dear Housing Authority Commission:

2. ..~ 2zl highly recommend that Lisa Leon be on the Housing Authority Commission, as she will bring
.- ... ...~ personal experience addressing the challenges and successes of residents of Humboldt County.
"1 "~ “Becauseof her position as a Transition Coordinator, she works with multiple stakeholders (owners
* and renters) that are involved in housing in our community and has been exposed to numerous
different scenarios and intricacies, which have enhanced her situational understanding of the
_.> .. —.._.opportunities and challenges of the housing market in our area.

- - ... -1'have supervised Lisa for almost two years and can vouch for her character, integrity, and thorough
s "~ understanding of issues the Housing Authority works with.

. . -lisabegan.at TCIL in our Administration and Program Support Specialist position being the "first
. .. ... face" of TCIL and providing information and referral services. Lisa excelled. She is a hard worker,
“ 2o Zintelligent;ambitious, dedicated, and extremely reliable. She showed so much promise, in fact, that
= - - --~shewas promoted to the Transition Coordinator position two years ago; she is now ready for new
challenges.

_ Regards,

"Eddie A. Morgan
Executive Director
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~ ReneA. Orona, MD.,
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