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Passionate about working in an office environment and utilizing my administrative skills to grow with the company.  

Core Professional Strengths



· Policies & Procedures
· Problem Solving
· Government Documents & Applications
· Unique Associations
· Networking
· Communication
· Integrity
· Researching & Compiling Information
· Professional Formatting of Document

Professional Experience


October 2014 – Present                                                  Variare, Inc.                                                                    Boulder, CO
Executive Assistant
Created open lines of communication between the owners and the other companies that were under the main company’s umbrella.  Compiled the needed documents (both government and HR) in order to run four companies. 
· Networked to companies within the community for our Promotional company to create relationships that would build our business. 
· Researched and compiled data for different companies that wanted to work with our R&D company so that we had the information needed to make an informed decision. 
April 2013 – July 2014                                               Mental Health Partners                                                        Boulder, CO
Case Manager II
Work with clients in residential and community settings to help obtain and maintain housing and independent living in the community utilizing PSR Treatment Plans.  Help them to find government resources and learn independent living skills to live safely in their own environment.
· Assumed additional responsibilities in the absence of team members 
· Trained new team members in program policies and procedures
April 2012 – December 2012                                       Colorado Biolabs, Inc.          		       	          Frederick, CO 
Office Assistant
Ran the front end of the office. Provided customer service to all clients interested in our products.  Took responsibility for keeping the minutes at all the executive meetings. Was part of the A/R team to keep the balance of money coming in and going out. 
· Taught and certified staff on CPR facts and procedures
· Brought all documentation up to date 
[bookmark: _GoBack]June 2008 – August 2011                                              Head Injury Association                                              Hauppauge, NY
Community Habilitations Counselor
Work with individuals with Traumatic Brain Injuries in their homes to learn skills needed to live independently and integrate back into the community. 
· Assisted with day program and residential programs upon request of other staff members
· Documented minutes within meetings and researched solutions to common issues in the community
Education


		State University of New York at Old Westbury – Old Westbury, NY
		Bachelor of Arts, Multicultural Literature – Graduated August 2011
· Dean’s List – Spring 2009
Suffolk County Community College – Selden, NY
Associates of Applied Sciences, Chemical Dependency Counseling – Graduated January 2009
Professional Training & Skills



· CNA
· QMAP
· Patient Navigator Course Completion
· De-escalation Training

Software Proficiencies:
	QuickBooks, Microsoft Word, Excel, Power Point, Outlook, Adobe Acrobat, Google Apps (Calendar, Drive, E-mail) & Citrix 
