
Alysha M. Harlan

720-218-4304(C)  alysha_harlan@yahoo.com
Education

Emily Griffith Technical College- Denver, CO

Medical Assisting Program, July 2013
Metropolitan State College of Denver – Denver, CO

Bachelor’s Degree, TBD

East High School – Denver, CO

HS Diploma, May 23, 2008

Experience
Preferred Care At Home, April 2014- Present, Caregiver

·  Provide one-on-one care to clients
·  Follow individual care plans of each client
· Follow policy and procedure set by company and state/federal standards
Brookedale Senior Living: Heritage Club Mountainview, September 15, 2012-March 17, 2014, Server/ PRN Dining Services Supervisor
· Serving Independent Living (IL) and Assisted Living Residents (AL)
· Following varied diets of the residents
· Following proper labeling, dating, food handling and food storage procedures
United States Postal Service: Mail Processing Annex (MPA), December 9, 2012

December 28, 2012,  Temporary Christmas Casual 
· Sorting and processing mail
· Dispatching  mail to the proper facilities/routes Convergys: AT&T, January 31, 2012-July 6, 2012; Customer Service and Sales Representative II-
· SW & W regions
· U-verse and Telco Products Sales 
· Answering billing questions and issuing adjustments as necessary
Denver Human Services: Denver County LEAP Office, Nov. 21, 2011- Dec. 16, 2011; On-Call Seasonal Administrative Support Assistant III-
· clerical support- filing/scanning/copying
· collecting and sorting mail 
· organization of cases completed by technicians
      ResCare LLC.  September 2010- September 2011; SLS Staff: Community Advantage- 
· Provide support/services to clients with developmental and other disabilities 
· Meeting company standards,
· Abiding by company rules and policy,
· Completing all paperwork in a timely manner
     Western Union Corporate Office    June 2010 – August 2010; Internship: Human Resources (Global Training Team)-
· Administrative/clerical duties: (i.e Copying and filing, completing inter-office projects)
· Working with Learning Management System: Entering items and scheduled offerings 
· Plateau
· Managing, Registering and Recording participant registrations
Metropolitan State College of Denver            Oct. 2008- May 2010; Work Study Position: HR Office Assistant-
· Administrative/clerical
· Answering phones
· Copying and filing
· Data entry     
REFERENCES AVAILABLE UPON REQUEST
















