				

Heather Habenicht-Swartz
 (303) 330-2180
Heather_854@msn.com

Employment History
RMOMS					Englewood, CO 		July 2013- Present
Victim Assistance Coordinator 
· Ensured victims of crimes receive services that are required by the Victim’s Rights Amendment.
· Reduced safety concerns by providing imminent crisis intervention to victims that were potentially in dangerous situations.
· Updated status changes in database to track the defendant’s progress and to help prepare the victim for upcoming changes to the defendant’s probation. 
· Provided community resources, which included legal advice, advocacy centers, and mental health support, to ensure victims receive the necessary help dependent on their personal needs. 
· Updated ICON, the main database, to track victim and defendant’s information for easy accessibility.
· Attended 40 hours of training annually to learn and use skills to better serve clientele.

Denver Probation Department		 Denver, CO 			Nov. 2012- May 2013
Victim Services Officer Intern 
· Notified victims within a week based on changes to the Defendant’s legal obligations.
· Provided resources and support to victims through educating and empowering them to protect themselves from potential dangerous situations.  
· Ensured victims were notified of the Defendant’s status by allowing them to take preventative protective measures.
· Updated Eclipse, version of ICON, to track victim and defendant’s information for easy accessibility to other employees.
· Helped the Victim Services Officer organize, follow up on, destroy documentation to ensure the client’s files were up to date and confidential.

Metropolitan State University  		Denver, CO 			Nov.2012-May 2013
Access Center For Students With Disabilities Support Staff 
· Assisted disabled students taking exams by reading or writing the answers, dependent on their disability and need.
· Converted traditional textbooks into large text or Braille for vision impaired students to make the material more accessible to use.
· Scheduled appointments for students and assigned a Reader or a Scribe to help them complete their assignment or test.
· Reviewed set appointments to ensure the student was on track with their education.



Metropolitan State University  		Denver, CO 			Aug. 2012- Dec. 2012
Supplemental Instruction Leader 						 
· Assisted the professor for an Introduction to Criminal Justice class by passing out exams, grading tests, preparing class materials, and helping with technical assistance.
· Facilitated two tutoring sessions per week to students by reviewing class material and preparing them for an upcoming exam.  
· Attended meetings with staff and students to discuss what was working well and what changes needed to be made to better meet the student’s needs.

American Girl 				Lone Tree, CO		Mar. 2010- July 2013  
Loss Prevention Agent 
· Completed investigative reports on any incident of loss or injury to ensure the safety of employees and customers.
· Conducted monthly safety audits, till and money safe audits to ensure the compliance of OSHA standards and to protect the store from any loss prevention investigation. 
· Reviewed recorded CCTV videos, conducted interviews with employees, and assessed transaction reports to help prevent theft or to find the responsible party for the missing items.
· Activated the alarm system to prevent theft and to ensure the safety of the store, employees, and customers. 

Education
Metropolitan State University 		Denver, CO 				May 2013

Bachelors of Science in Criminal Justice and Criminology				GPA 3.3
  - Minor in English emphasis on writing

[bookmark: _GoBack]Awards/ Volunteer Experience
Received a Student Taking Accountability and Responsibility Seriously (S.T.A.R.S) Award in 2007 from Elizabeth High School.

Participated in the Legacy Program, through CASA Advocates for Children, since 2006.


