Angelica I. Ramirez
4447 E 94Th Dr • Thornton CO 80229 • (760) 484-3910 •ramir083@cougars.csusm.edu   

	EDUCATION


Bachelor of Arts in Criminology and Justice Studies and Sociology, December 2009
          California State University, San Marcos, CA

	SUMMARY OF SKILLS


	· Strong oral and written communication 

· Prioritize and organize tasks to meet requirements and deadlines

· Strong troubleshooting and problem solving skills

· Strong attention to detail
	· Maintain sensitive and confidential information

· Strong Computer Skills (Microsoft Office)

· Business Office Etiquette

· Fluent in Spanish  


	PROFESSIONAL EXPERIENCE 


Probation Officer








         July 2013-Present Adams County 17th District Probation
	· Monitor, supervise and/or provide investigatory work of offenders ordered to probation in the Colorado District
· Supervise probationers 

· Formulate case plans with offender with the goal of establishing pro-social behavior and repairing harm caused to the community and victim(s).

· Maintain current and accurate records and probation notes as established by department policy. 
· Provide referrals to community resources.
	· Conduct investigations and provide recommendations for sentencing to the court based on findings. 

· Present information verbally and in writing before the court.

· Compose reports and memorandum.

· Conduct field or home contacts. 
· Motivate and manage the offenders probation period using a continuum of sanctions and incentives, recommending extension or termination of probation when appropriate


Booking/Accounting Technician







     June 2011-July 2013 Jefferson County Sheriff
	· analyze documents for release of inmates by bond, court order or transfer 
· make eligibility determinations 
· research and establishing there are no other outstanding warrants 
· calculate and verifying release dates and certifying all conditions placed on incarceration have been met
· identify matching and physical release of inmate possessions 
· review booking records and custody sheets to determine process completeness 
· secure and provide access of inmates' money 
· prepare and accepts bonds 
	· resolve record problems during incarceration with considerable interaction with inmates/detainees 
· Schedule and document court appearance 
· prepare documents for the court system 
· verbally notifies victims, other county agencies, municipalities or health facilities of inmates' release. 
· prepare deposits 
· encumber inmates' funds for expenditures and utilize multiple computer-based systems to enter and retrieve information relative to inmate population. 
· handle incoming calls and receive the public for inmate issues or problems


Volunteer in Probation  







     September 2009 – June 2010
San Diego County Juvenile Probation
	· Drug Data Entry

· Maintain confidential court files

· Accompany officers during home and school visits

· Accompany officers to juvenile detention facilities

· Send necessary documents to probationers
	· Administer drug testing

· File confidential documents

· Assist with probation interviews by interpreting

· Assist with any other duties as assigned 


Student Worker








          October 2007 – June 2010
Superior Court of California, North County of San Diego-Civil Division
	· Assist Office Manager in maintaining case files and assisting customers walk in inquiry

· Maintain confidential court documents

· Provide customer service to the public

· Retrieve case files for Attorneys 

· File case documents 

· Create new volumes for cases
	· Prepare case documents for upcoming hearings

· Consolidate/Deconsolidate cases

· Develop Forms

· Data Entry

· Assist with any other duties as assigned 

· Research and certify document files 


Internship








January 2009 – May 2009

Superior Court of California, North County of San Diego-Criminal Division
	· Assisted Office Manager in maintaining case files and assisting customers at the front desk
	· Maintain confidential court files 

· Retrieve criminal files from courtrooms


Student Assistant





July 2005 – May 2008
Enrollment Management Services 

California State University San Marcos

As a Student Assistant, performed duties under the direction of the (Quality Service Coordinator, EMS Operations) in the office of Enrollment Management Services
	· Answer phones, take Messages and direct calls to appropriate staff

· Disperse Mail

· Enter student information into Database

· Perform other duties as assigned
	· Collect and file  student information

· Mail out informational letters to students

· Order office supplies online through Office Depot/Office Max


