Heather A. Jock

14474 East Colorado Drive #102 / Aurora, CO 80012

H: 720-282-3546 / hjock@outlook.com
OBJECTIVE:  To work first shift, temporary to permanent position at pharmaceutical company in Denver. 

SKILLS: Examine, inspect, organize, proficient attention to detail, shipping and receiving, ability to use hand tools, measure, weigh, count, recognize defective product, prioritize and complete work in timely manner

EDUCATION:

Metropolitan State University of Denver, Graduated Cum Laude - May 2013

· Bachelor of Science in Human Services with a concentration in High-Risk Youth

AWARDS:

2011
President’s Honor Roll, MSU of Denver
2008
Phi Theta Kappa International Honor Society, Member                                           
2007
Public Speaking Award, Community College of Aurora, Speech Competition

RELEVANT COURSEWORK: Small Group Dynamics, Multicultural Issues, Conflict Resolution, Ethics and Legal Issues

WORK EXPERIENCE:


04/2015-Present 
SuTrak: Brazer
· Guides torch and rod along joint of work pieces to heat to braze teperature, melt braze alloy, and bond work pieces together. 

· Removes work pieces from fixture, using tongs, and cools work pieces, using air and water.

· Cleans joints of work pieces, using wire brush or by dipping them into cleaning solution.

· Examines seam and rebrazes defective joints or broken parts.

· Connects hoses from torch to regulator valves and cylinders of oxygen and specified fuel gas, acetylene or natural.

· Turns valves to start flow of gases, light flame, and adjusts valves to obtain desired color and size of flame.

· Brushes flux onto joint of work piece or dips braze rod into flux to prevent oxidation of metal.

· Aligns and secures work pieces in fixtures, jigs, or vise, using rule, square, or template.

· Melts and separates brazed joints to remove and straighten damaged or misaligned components, using hand torch.

· Selects torch tip, flux, and brazing alloy from data charts or work order.

· Adjust electric current and timing cycle of resistance welding machine to heat metal to bonding temperature.

08/2013-03/2015
Discovery Research Group: Call Center Interviewer

· Train new hires; take work load off supervisors
· Read scripts verbatim to clients and residents to improve quality of services
· Ranked one of the top three most productive interviewers in the call center
· Consistently meets goals set by the company; over-achiever in production and quotas
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01/2012-07/2013
MSU Denver, TRiO High School Upward Bound: Tutor
· Worked with students of diverse backgrounds who struggle with academic and motivation issues

· Completed 300 practicum hours as classroom assistant; summer of 2012

· Demonstrated ability to utilize in-house tracking tools to document student progress

· Managed projects independently and reported outcomes effectively 

· Performed administrative assistant duties; covered phones, created flyers, handled distribution and filing
· Communicated with staff at schools and the parents on a weekly basis

· Provided supplemental instruction 
· Employed classroom and behavior management skills
· Conducted myself with healthy boundaries
· Apply time management and organizational skills to learning

· Supervised mock interviews for student's potential internship placements

· Analyzed, utilized and compiled Terra Nova Assessments for each student

· Assisted with training and mentoring new employees

· Contacted parents and instructors to track student’s progression, regression and/or performance

01/2013-05/2013    

Comitis Crisis Center: Intern
· Assisted with overnight shelter program; managed client sign in, assessments for placement in certain referral programs

· Co-facilitated life skills groups, supervised group of children ages 3-13 during parenting class

· Conducted phone assessments with county workers and parents for potential youth admission and/or re-admission

· Familiarized with the intake process; Screened clients to determine needs; Provided referrals via 24 hour hotline

· Observed completion of Data, Assessment and Plan (DAP), progress/shift notes and closed client files

01/2011-01/2012 
MSU Denver, Academic & Student Affairs: Office Assistant


Answered multi-line phone system, ran errands, greeted staff and students, set up/tear down banquets, completed projects for the Executive

03/2006-08/2010
Smoky Hill United Church: Sanitation Technician


Performed light maintenance, cleaned education wing, supervised community service workers

09/2003-04/2006
Perfection Housecleaning Inc.: Residential House Cleaner


Exceeded expected performance; provided excellent customer service, cleaned homes

EXTRA ACTIVITY

04/2006-Present

Care Ministry (Jehovah Jireh): Founder and Director
· Client assessments; connect clients with resources to meet basic needs to aid in self-sufficiency
· Refers clients to community organizations and groups; medical and social services
· Knowledgeable of the systems through which the consumer must move in order to access programs and services
