Valerie Angela R. Medina
720-422-0521 
          vmedina75@yahoo.com
 
OBJECTIVE
To provide human services and administration to apply my experiences, knowledge, training, certification, and education to contribute in fulfilling position.
CERTIFICATIONS/TRAINING
CPR & AED Certified – American Heart Association




    Apr 2015 – Apr 2017 

Colorado State Notary – State of Colorado




     Feb 2009 – Feb 2018
Mental Health First Aid Certified - Community Reach Center


                Nov 2012 – Nov 2015

Leadership Skills and Strategies for Administration Assistants – Mountain States Employers Council
     2014

Leadership Entrepreneur And Development (LEAD) - Aurora Mental Health


  
     2014

Vicarious Trauma/Informed Trauma Care Training - Behavioral Healthcare Inc.

   
     2013
Mental Health of America Grassroots Advocacy Training - Mental Health America of CO

     2011

Peer Specialist Training – Behavioral Healthcare Inc.






     2010

Customer Service Certified – International Customer Service Association
 
                               2005 
EDUCATION

Community College of Denver – AS Applied Science, Human Services 

             

         May 2012

Community College of Denver – Word Processing Certification 




         May 1996

EXPERIENCE
Quality Community Foundation (City of Commerce City)


            September 2013-present

President
· Network with potential donors and investors to develop new and imaginative fundraising ideas 

· Raise awareness of the foundation and share scholarship and grant information with the community to increase funds
· Collaborate with city council to share ideas and for support

· Recruiting, sponsoring, organizing, and participating in fundraising events

· Manage the review and approval of scholarships and grants    
Behavioral Health Care Inc. (Rainbow Center)
 
            
           

             January 2011 – present

Front Desk Coordinator
· Assist in planning, organizing, implementing and developing  groups/classes, events, activities and programs throughout the center focusing on the unmet needs in the community
· Assist in a variety of supervisory responsibilities such as interviewing, training, planning, appraising performance and addressing complaints to resolve problems

· Supervise all data entry operations of statistical information for special reports and future auditing in compliance of company guidelines
· Establish and ensure that volunteers are maintaining responsibilities and receiving incentives for their unpaid time worked on a quarterly basis to sustain the member driven volunteer program
· Ensure that the member files are kept confidential, updated per company guidelines, and in compliance with HIPAA

· Responsible for ordering all center supplies based on budget allocations, ensure all financial documents meet company guidelines
Member Liaison
· Function as liaison with internal and external agencies/organizations to improve services to members and increase member participation/recruitment

· Organize events, outings, meetings, guest speakers, interviews, and etc. in accordance to monthly activities 

· Maintaining support and assistance to members for upcoming events, proposals, volunteer opportunities, groups/events, and participation

· Supervise and train vocational rehabilitation clients and volunteers for daily operational duties

· Collaborate with Member Advisory Board, Regional Recreation Committee, and social events coordinator to advertise events and meetings

Peer Specialist
· Assist members with personal goals for recovery and help develop plans with skills, strengths, support, and resources

· Utilize tools such as Wellness Recovery Action Plan (WRAP) to assist members in creating their own individual wellness and recovery plans

· Facilitate classes while promoting the SAMHSA 8 Dimensions of Wellness to help members identify their person centered strengths, needs, abilities, recovery goals, and leadership skills
Community College of Denver





                     June 2010 – January 2012

Office Assistant
· Open, sort, receive, and review transcripts from Nationally Accredited colleges around the World for transfer students

· Accurately entered college transcript credits to student accounts in accordance with established procedures and rules for the Community College

· Document received documentation and data, ensure data is accurately recorded and organized.

· Maintain student files while adhering to organizational guidelines and legal requirements

· Assist in establishing and maintaining an effective and efficient records management system
Arbitration Forums, Inc.






         June 2004 – October 2008
Member Service Representative                                               
· Actively involved with several committees to provide Member Focus, Data Center changes, Feedback and Employee Activities Committee

· Team lead assisting in maintaining team goals, expectations and meet turnaround time

· Demonstrate critical responsibilities and behaviors monthly for one on one performance ratings

· Responsible for Med Pay Forum – data entry, file, customer service, shipping, receiving and file management

· Maintaining consistency with other data center locations through communication monthly

· Auditing files for all data center forums to report errors for employees 
