Lisa Gonzales 
	
771 S. 6th Ave. Brighton, CO 80601 (303)949-8000 
lsgnzls@aol.com 
Summary
Self- motivated efficient and reliable professional with 9+ years of independently owned business. Offering proficiency in all standard office desktop software. Skilled in account management. Excellent inter-personal phone skills. Obtaining Associates of Science in Criminal Justice, with the hope of using my skills to acquire more knowledge in the field while gaining experience.

Skills

· [bookmark: _GoBack]Proven ability to maintain focus and safety in fast-paced and stressful situations.
· Self-motivated and confident in making decisions.
· Strives for excellence with integrity and commitment.
· Adapts to new surroundings and work environments easily.
· Strong desire to learn.
· Microsoft Windows XL, 10-key, Word.
· Power point

Relevant Coursework

· Introduction to Criminal Justice   			
· Introduction to Policing				
· Juvenile Justice
· Criminal Investigations
· Criminal Law and Courts
· Corrections
· Constitutional Law
· Crime Scene Investigations
· Ethics in Criminal Justice
· Criminology
· Introduction to Private Security
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Volunteer Work

Idea Drug Counseling and Rehabilitation Services   03/2014 – 06/2014


· Administered UA’s, BA’s and Antabuse
· Data entry
· Customer Service
· Answered Telephones, filed
· Received payments from clients
· Set appointments

Education
	
	Westwood College
	Denver, CO 80221
	Associates of Science in Criminal Justice
	Expected Graduation July 26, 2014

	Concorde Career Institute 
	Denver, CO 80204
	Certificate in Medical Office Management
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Work Experience
J & L Maintenance Services	09/2004 – Present
Business Owner

· Accomplished starting my own business and maintained it for 9 ½ years using good customer service skills.
· Received maintenance work orders and promptly completed jobs at hand.
· Bookkeeping and all financial aspects of my business.
· All office and clerical duties

Klos Real Estate Services		12/2008- 3/2010
Manager of Maintenance

· Distributed out all maintenance requests that were received.
· Answered telephones, received rent payments.
· Showed properties on occasion.








