Caitlan Gilliland                                                                                                                                                                                                                                                                        caitlang@mail.utexas.edu                                                                                                                                     (806) 777-3254 

Objective Statement
Dedicated, self-motivated, detail-oriented person searching for a rewarding and challenging career
Education
The University of Texas at Austin						               Austin, TX  Bachelor’s Degree in Religious Studies and Texas Intrerdisciplinary Plan (TIP) - May 2011 
Honors: Liberal Arts Merit Scholarship, Deans list (spring 2008)                                                   

Professional Experience
Lubbock Police Department 								   Lubbock, TX
911 Dispatcher, August 2013 - Present 	  
· Answer emergency and non-emergency phone calls, providing immediate assistance for medical, police, and fire, while determining nature and priority of call                                                                                                                              
· Provide emotional and practical support to individuals in crisis 
· Work under pressure to effectively manage changing priorities while completing routine tasks
· Coordinate emergency dispatch information 
· Communicate effectively and efficiently with a network of people to provide information to officers, ems, fire, co-workers, and citizens with the necessary and changing information. 								

Lubbock Independent School District 							   Lubbock, TX
Certified Substitute Teacher, September 2012 - Present                        
· Lead students through a teachers’ lesson plan                                                                                                  
· Achieve and maintain order in a classroom                                                                                                    
· Manage at risk and special need students                                                                                                                                                   

Starbucks										   Lubbock, TX 
Barista, September 2012 – August 2013       
· Provide excellent customer service by utilizing invaluable interpersonal communication skills
· Lead the team as head on bar, delegating tasks  
· Clean and maintain supplies, tools, equipment, and storage areas 

University off Texas, Religious Studies Department 					       Austin, TX
Administration Assistant, August 2010 - May 2011                                                                   
· Performed office work such as faxing, copying, filing
· Organized activites, such as meetings or department gatherings 
· Responsible for ordering supplies for the department
· Worked on assigned projects, such as creating flyers or managing data with spreadsheets 
[bookmark: _GoBack]			                   

Skills: Excellent Customer Service, Proficent in Microsoft Office programs, Data entry experience, Superior organization skills ,  Office administration experience,  Abiliity to muli-task in both an individual and a team enviornment 
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