Ann Martens

11147 Eudora Circle Thornton, CO 80233           		          303-746-4479                  a.martens@live.com

Professional Summary

Workforce Development Professional with over 10 years’ experience. Dedicated to maximizing others’ potential through acknowledgment of their personal skills. 

Skills


Problem Solving 
  Administrative Practices
Exceptional Customer Service

Human Resource basics
Proficient in MS Office; Word, Excel & Outlook 
Relationship Management


Education


B.S., Business Management
University of Phoenix - Denver, CO 
Human Resource Management Certificate            
University of Phoenix - Denver, CO
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Employment

Colorado State Vendor - Division of Vocational Rehabilitation 	    	     		               January 2006 – Present
Job Developer/Employment Specialist 
Assess client’s personal strengths and weaknesses and learning styles
Utilize local job boards and databases in order to match people with disabilities to open positions in the community
Act as liaison for clients, Division of Vocation Rehabilitation counselors and employers 
Educate clients on resume writing, job searching techniques and interviewing skills
Work with local employers to provide job transition to ensure a smooth transition 

Adams County Human Services		  				 	          November 2009 – December 2011
WIA Case Manager	
Educated clients on grants, scholarships and financial aid that is available and how to apply.
Performed complete and regular follow-up according to client's individual employment plan.
Ensured customer file documentation met regulatory guidelines and were completed in a timely manner.
Provided career services such as resume critiquing, writing and job searching in order to assist customer in obtaining employment. 

Career Center Specialist 
Counseled job seekers to assess and identify job skill. Assessed customer’s abilities, skills, education, training and interest.
Referred client’s to prospective employers according to their skill set.
Registered job seekers into database, creates and maintained document case notes, Input, retrieved, and modified customer information utilizing Connecting Colorado.
Assisted customers navigating the unemployment system.

EchoStar Communications Corporation - 	  	            		                                 October 1996 - July 2005
Customer Service/e-Care Auditor 
Identified trends of written and electronic correspondence
Contributed in the design of the e-Care departments auditing policies
Composed scripted electronic responses to answer, customer concerns according to policy 
Prepared department reports; tracked the developmental progress of new e-Care agents 
