Charlotte J. Savaloja
6770 Penamint Lane
Chanhassen, MN 55317
Cell: 952-334-2843
Email: Savaloja.char@gmail.com

Professional Experience:
8/14 – present	The Colony Senior Living, Eden Prairie, MN
· Weekend Concierge – First point of contact at front desk to visitors, residents, guests, volunteers and general public; Responsibilities: welcome and direct guests, field incoming phone calls for multi-line system, interact with and answer inquires of residents; direct outside medical professionals, vendors, volunteer groups; arrange specific types of transportation for residents; maintain a welcoming atmosphere of the main level public areas; assist management staff with special projects requiring proficiency in Microsoft Office tools.
6/10 – 8/14	The Christian & Missionary Alliance, Colorado Springs, CO
· Administrative Assistant – Assistant to Tim Savaloja, Gift and Estate Planner; Part time responsibilities: clerical work such as filing, correspondence, seminar and estate-planning document preparation, preparing publicity materials for estate planning seminars, scheduling appointments with clients, making travel arrangements, fielding client phone calls, expense account reconciliation, client contact management, maintaining electronic and hard copy files on all clients.  	
10/08 – 6/10	Eden Prairie Schools, Eden Prairie, MN
· Special Education Paraprofessional – Worked as a substitute and then into full-time position supported students with special needs in their IEP goals in classroom setting, worked individually, in small groups and on field trips. 
4/07 – 10/08	Eastern Carver County Schools -District 112, Chaska, MN
· Substitute Special Education Paraprofessional- Worked in various schools as substitute paraprofessional with students with special needs. Supported students with IEP goals and coping skills for challenging behaviors, as well as social skills in mainstream classroom setting.
7/07 – 10/08	The Orchard Foundation of the Christian &Missionary Alliance, Colorado Springs, CO
· Administrative Assistant – Assistant to Tim Savaloja, Assistant Regional Vice-President; Part time responsibilities include clerical work such as filing, correspondence, seminar and estate-planning document preparation, preparing publicity materials for estate planning seminars, scheduling appointments with clients, making travel arrangements, fielding client phone calls, expense account reconciliation, client contact management, maintaining electronic and hard copy files on all clients.  
9/02 – 4/07	Crown College, St. Bonifacius, MN
· Capital Campaign Manager/ Grant Proposal and Research Manager –Managed donor contact of 100 donors for college president, two vice-presidents and two development officers- arranged travel, scheduled appointments for donor visits; organized major donor events; supervised part-time employee - donor prospect researcher. Foundation research, grant writing, submission and tracking of grant proposals for funding needs of Crown College. Was successful in obtaining $11,000 for student scholarships.
1993 – 2002	Stay at home mother (unpaid position)
· [bookmark: _GoBack]Maintained nurturing home for my children, including my daughter with cerebral palsy and developmental delay; organized numerous physicians and other health professional appointments including Physical Therapy, Occupational Therapy, Speech Therapy; served as advocate for my daughter in the public school setting. 
1988 – 1993	Independent School Dist. 22, Detroit Lakes, MN
· School Social Worker - Served public and private elementary schools as a part-time Project Charlie Coordinator, an educational program with an emphasis in drug prevention; conducted interactive classes and activities with children focusing on healthy self-esteem, making good choices and drug prevention awareness.
1984-1988	Aitkin County Licensed Day Care, Aitkin, MN
· In-Home Licensed Daycare - Maintained a loving and nurturing environment for 5 -7 children in my home while raising my own two children, one with special needs. Completed all state requirements for licensed daycare, including nutritional and educational needs of preschoolers. Maintained informative and good relationship with parents of the children whom were in my care.
1981- 1984	Grafton State School, Grafton, ND
· Social Worker - Performed intake and admissions process of new clients with developmental disabilities including initial contact with families, arranging inter-professional team assessments, conducted admissions meetings; served as liaison between the institution and the families of clients and maintained an open rapport with parents. Also gave tours to the general public and fielded general questions regarding the care of clients.
1971 -1975	Good Samaritan Nursing Home, East Grand Forks, MN
· Head Supper Cook – Started as Dietary Aide and worked up to Head Supper Cook, prepared evening meal for 125 residents following strict menu including special diets and recipes; prepared food for next day as well as kitchen clean-up in compliance with institutional rquirements.
Education:
1981		BSSW, Major in Social Work
		University of North Dakota, Grand Forks, ND	
	

Volunteer Experience:
· Love INC – fielded phone calls of people in need in the communities of Jordan, Chaska, Chanhassen and Victoria
· Sunday School Teacher
