	Megan Pletcher
13335 Stuart Court
Broomfield, CO 80020
(303) 903-7999
MeganP604@aol.com


March 6, 2015

Human Resources Director
Corporate Management Inc
Northglenn, CO 
Dear Prospective Employer: 
I respectfully submit this letter and attached resume as my application for the position of Administrative Assistant for Corporate Management Inc.   I believe my skills ideally match the qualifications you are looking for, including excellence in organization, coordination, project management, and communication.  It would be a privilege to work for your organization.   
I have worked the last ten years in the field of criminal justice, and am now ready to use the skills and knowledge I have gained in a new capacity.  I am currently the Program Coordinator for the Domestic Violence Fast Track Program at the Adams County District Attorney’s Office, where I oversee the daily operations of the program that assists victims of domestic violence, including supervising volunteers and interns, organizing monthly trainings, keeping updated records for grants, and interacting with attorneys, judges and members of the community.   Prior to my current position, I served for seven years as a Victim Advocate, providing support for victims of crime throughout the criminal justice system.  Both of these positions require excellent communication and organizational skills, initiative, discretion, good judgment and problem solving skills.  I believe these skills would serve me well in the position of Administrative Assistant for Corporate Management Inc.  
Thank you for considering my application for this important position. I am eager to learn more about the position and your organization and the ways I may be a fit for it. If you have questions, or if you want to schedule an interview, please contact me at (303) 903-7999 or Meganp604@aol.com. I look forward to hearing from you.

Sincerely, 
Megan Pletcher
Enclosure

[bookmark: _GoBack]
Megan Pletcher
13335 Stuart Court, Broomfield, CO 80020
Cell: 303-903-7999 - MeganP604@aol.com 

EDUCATION

      University of Cincinnati, Cincinnati, OH					 
      Completed course work towards Master of Science, Criminal Justice				

      Western State College of Colorado, Gunnison, CO		May 2004 
      Bachelor of Arts, Sociology with Criminal Justice Emphasis              	 

PROFESSIONAL EXPERIENCE

Program Coordinator – Domestic Violence Fast Track Program
Adams County District Attorney’s Office, Brighton, CO ~ December 2013 – present
· Oversee daily operations of the Domestic Violence Fast Track Program, a program which assists victims of domestic violence immediately after the filing of a criminal case
· Supervise 10 community members and interns volunteering for the Fast Track Program 
· Recruit, interview and hire prospective volunteers and interns. Increased volunteer staff from 1 to 10 in 11 months
· Provide emotional support to victims of domestic violence and their families
· Organize and execute monthly volunteer meetings and trainings
· Created training manual for  volunteers and interns, which is used for full time staff as well
· Maintain volunteer personnel files, records, mileage, and hours worked
· Attend, participate and act as a representative for the District Attorneys office at the 17th Judicial District Domestic Violence Task Force 
· Train incoming volunteers for the District Attorney’s Office and local law enforcement agencies at the 17th Judicial District Volunteer Academy 

Victim Witness Specialist
 Adams County District Attorney’s Office, Brighton, CO ~ September 2006 – December 2013
· Provided criminal justice advocacy to 75 victims per week of both felony and misdemeanor cases; including domestic violence, homicide, violent assault, sexual assault, elder abuse and child abuse
· Assisted victims in obtaining resources specific to their needs, including rental assistance, TANF, LEAP, Section 8 housing, Witness Protection Relocation, and  mental health therapy 
· Maintained statistics on all activity (call offs, initial contact with victims and witnesses, follow up contact, compensation referrals, etc) for VALE grant
· Performed as acting Advocacy Services Manager of the Victim/Witness Unit for 6 months while manager was out on leave 
· Worked with Deputy District Attorneys in preparing victims for testimony, assisted in witness organization for trials and provided paralegal assistance to Deputy District Attorneys 
· Credentialed by NOVA (National Organization Victim Assistance)

Case Manager, Adams County Community Program (ACCP)
 Avalon Correctional Services, Inc., Henderson, CO ~ May 2005 – September 2006
· Maintained caseload of 80 felony offenders, which included bi-weekly meetings and monthly reports to community parole officers
· Produced monthly summaries and billing statements for over 200 offenders on parole status
· Served as Avalon’s primary Department of Corrections liaison to North East, West Metro, Longmont and the Cedar parole offices
· Completed intake assessments and developed program plans for eight non-residential clients
· Represented the State of Colorado in Code of Penal Discipline (COPD) hearings
· Conducted 45 home visits per month

Victim Witness Assistant
 Larimer County District Attorney’s Office, Fort Collins, CO ~ September 2004 – February 2005
· Supported 40-50 victims per week by providing information regarding shelters, counseling, and court scheduling and procedures
· Worked with 7-10 Deputy District Attorneys in preparing victims for testimony
· Provided criminal justice advocacy to victims of adult misdemeanor cases including domestic violence, assault, sexual assault, child abuse and juvenile felony offenders
· Supervised the Victim Witness Intern
· Compiled “How-To” Training Handbook for Victim/Witness Assistant position

Interim Program Coordinator – Domestic Violence Fast Track Program
 Adams County District Attorney’s Office, Brighton, CO ~ May 2004 – June 2004
· Supervised 7-10 volunteers involved in the Domestic Violence Fast Track Program
· Assisted in training new Volunteer Program Coordinator
· Organized the incoming prospective volunteer applications for compatibility with program, interviews, and background checks
· Provided emotional support to victims of domestic violence and their families
· Organized monthly volunteer meetings

Internship (Victim Advocate)
 Adams County District Attorney’s Office, Brighton, CO ~ May 2003- December 2003
· Trained 5-8 new volunteers on victim advocate process and how the Domestic Violence Fast Track Program is conducted
· Provided backup assistance for Volunteer Program Coordinator Supervisor when needed
· Interviewed 5-7 victims daily to obtain victim perspective, concerns, and desired outcome of case
· Met with victims of domestic violence and advised them of the court process, information regarding shelters, legal assistance, and emergency contact information


REFERENCES


Tiffany Sorice
Chief Trial Deputy District Attorney
Adams County District Attorneys Office 
(720) 887-2192 – work
(720) 530-8188 -- cell


Brian Mason
Senior Deputy District Attorney
Adams County District Attorneys Office 
(303) 835-5490 – work
(303) 981-0167 – cell 


Bradley Varmo
Magistrate 
Adams County Combined Courts 
(303) 654-3209 – work 

