Emily A. Barillas
West Point, UT 84015 - (925) 497-7311
emily.barillas@mail.weber.edu

SUMMARY

Skilled in conflict management, communication, translation services (including cultural immersion), and new process implementation. Strong history of conflict resolution with language and cultural barriers.
EDUCATION

Bachelor of Interdisciplinary Studies- Business Administration, Leadership, Professional & Technical Writing

Weber State University, Ogden, UT	Graduation Spring 2026

AWARDS

Contracting Directorate Outstanding Civilian Trainee Operational

Air Force Sustainment Center- United States Air Force	September 2025

EXPERIENCE


United States Air Force- Hill Air Force Base	May 2024-Present
Premier College Intern

Manage high-volume queue of over 250 Government Purchase Card (GPC) customers, overseeing the nomination process from initiation through credential completion. Develop and implement a comprehensive New Nomination Process Guide, now recognized as the standard for all incoming GPC holders. Lead the accurate and timely processing of quarterly rebate checks across multiple Facilities Management accounts, ensuring financial accountability and distribution efficiency. Direct attendance tracking and certification for monthly training sessions, supporting over 80 new GPC candidates and maintaining compliance with program standards.

Streamline communication across SharePoint, Microsoft Teams, and Outlook, improving cross-platform collaboration and reducing response times. Facilitate the onboarding of new GPC candidates, guiding them through Access Online setup and DAU training protocols to ensure full compliance with program requirements. Provide support and resolve issues across key platforms such contributing to seamless system functionality and improved user accessibility.


WorkCare, Inc. - Salt Lake City, UT	March 2019- December 2021
Clinic Visit Coordinator

Triaged emergent incoming calls provided detailed reports to registered nurses and medical doctors, and actively participated in forming appropriate medical plans. Conducted research and scheduled clinic visits using the WorkCare database, ensuring accurate placement and coordination with indicated locations. Facilitated translation services to support diverse patient needs. Organized and oversaw clinical paperwork and authorizations. Performed in-depth research into contracts between medical providers and contracted clients to ensure compliance and clarity. Managed high-pressure communication scenarios, successfully de-escalating employee and client calls to promote effective dialogue and forward progress.


Diablo Clinical Research - Walnut Creek, CA	March 2009-April 2010 Bilingual Clinical Recruiter and Professional Translator

Co-creator of community initiative that provided free clinical services to underserved populations. Directed screening and scheduled all Spanish-speaking participants across more than 50 rotating clinical trials, ensuring accurate placement and timely access to care. Provided medical translation services for both documents and client interactions, facilitating clear communication between patients and healthcare providers. Led recruitment and placement efforts for all clinical trials, contributing to the program’s operational success and its ability to serve a diverse patient base.


The Chiropractic Wellness Group- Concord, CA	December 2005-April 2007
Office Manager/Marketing Specialist/Chiropractic Assistant
Delegated and performed a range of responsibilities across positions including Intake Host, Chiropractic Assistant, Billing Manager, DRX Marketing Specialist, Accounts Manager, and Spanish Interpretation Services. Led marketing efforts for the DRX 9000 system, promoting Lumbar Spinal Decompression treatments to expand patient outreach and engagement. Implemented a new office system for managing financial accounts and patient follow-up procedures, improving operational efficiency and enhancing continuity of care.

SKILLS

· Bilingual and Cultural Immersion Specialist (Spanish)
· Computer knowledge in Excel, Microsoft Word, and PowerPoint
· Experience with research and contract




