

TISHA R. LUNA
720-217-7742 | tiluna76@gmail.com | 11420 Destination Dr. 201 | Broomfield, CO 80021
   JOB OBJECTIVE
To obtain a position within Criminal Justice/ Human Services field where I will have the opportunity to utilize my skills and grow into a position where I can make a difference.  The position I obtain will allow me the opportunity to apply my degree, my passion to make a difference and grow professionally with an organization that has invested and provide opportunity for the people within its community.
		
EDUCATION
Bachelor of Science, Criminal Justice		 						2015 Completion
University of Phoenix
			
Associate of Arts, Psychology									2012
University of Phoenix
				
   QUALIFICATIONS SUMMARY
· Deputy Probation Officer with Adams County 17th Judicial District.
· Bachelor’s degree in criminal justice and associate’s in psychology with a focus on interpersonal relationships, non-violent conflict management, nutrition and body-centered awareness of others. Sensitivity to working with and advocating for diverse populations. Interest in providing trauma-informed care. History of counseling at-risk teens through faith based organizations.
1. Able to work independently or on a team; credited for maintaining the highest level of confidentiality; known for professionalism, tact and diplomacy, meeting deadlines, and communicating effectively.
1. Skilled in electronic records management, complying with audit requirements, and improving office efficiency.
1. Offers a diverse 15 year professional history including finance, academic and business administration, property management/eviction. 
		
   PROFESSIONAL EXPERIENCE

Adams County 17th Judicial District                                                                                             Current
Deputy Probation Officer
	
· Case Management
· Eclipse Database
· Issuing of Warrants and Summons 
· Supervise clients/probationers and ensure treatment plan is followed
· Investigate probationers files to ensure compliance and report any suspicious conduct
· Issuing Waivers
· Issuing Termination
· Written Court Reports

             








Green River Capital 									2013 - 2014
Eviction Coordinator/ Asset Manager  
· Maintained high volume of daily communications with agents, attorneys, clients, and preservation companies to achieve timely and professional eviction processes.
· Managed 150 assets through various stages of the eviction process, often with immediate and unique needs.
· Operated within a team environment and collaborated with team members. 
· Negotiated relocation assistance packages.

LPS Asset Management Solutions 								2009 - 2012
QC Audit Specialist/Asset Management    
1. Oversaw Quality Control within eviction department; maintained excellent electronic documentation.
1. Ensured compliance with internal and external client regulations Monitor Specialist’s compliance with policies procedures and guidelines, ensured eviction processes were proper and timely for each file audited.
1. Ensured that ongoing client requirements as well as LPS standard operations and procedures were followed.
1. Identified gaps in the system ensuring the departments compliance with all clients, company, local or federal requirements. 
1. Completed monthly audits electronically through Access 2002-2003 database on individuals, based upon their performance; Prepared audit responses for review.
1. Prepared Audit Review Aids per client processes and procedures.

LPS Asset Management Solutions 								2009 - 2012                                          
Post Foreclosure Technician    
1. Supported Eviction Specialists/Eviction lead and Manager
1. Managed start files electronically for CITI, CHASE, Wells Fargo, Vericrest, One West, and Aurora Loan Services.
1. Prepared Relocation Assistance Packages where applicable.
1. Maintained contact with Attorney’s and Agents as needed.

Reed Group LTD. 
Administrative Specialist I/ Office Coordinator    						2008 - 2009
1. Maintained electronic documentation and files.
1. Provided administrative support and oversaw administrative needs of the Service Center and front desk.

Reed Group ltd. - Medical Leave of Absence Administrator 					2007 – 2008
Intake Specialist    
1. Managed files electronically for disability, military, or maternity leave of absences. 
1. Provided first-line call reception for the Service Center.
1. Resourced callers with information and guidance regarding the disability management process. 
1. Initiated new disability cases using MDA Case Manager software; assigned cases to Nurse Case Managers appropriately.





University of Phoenix									1999 - 2001
Communications Coordinator/Financial Aid Representative   
1. Provided administrative supported to faculty, staff, and students
1. Conducted financial aid meetings with students to determine how to best meet their financial aid needs 
1. Processed and managed high volume of student financial aid applications electronically 
1. Managed front office while establishing effective procedures and priorities.

		
   COMPUTER SKILLS
Eclipse / MDA / Altitude / Equator / Aspen Grove / ResNet / Desktop / Microsoft Office / Microsoft Access / PowerPoint / Sharepoint / PeopleSoft   / Pyramid Platform / REO Connex
		
   VOLUNTEER WORK
Adams County 17th Judicial District, Community Outreach and Meals for the Homeless, Emmanuel Church; Mandalay Middle School; Charles Semper Elementary School; Harvest Worship Center.














Tisha R. Luna 
720-217-7742 | tiluna76@gmail.com | 11420 Destination Dr. 201 | Broomfield, CO 80021  

Dear Recruiter:

I am excited to submit my resume for your Data Processing/Admin Assistant.  Please consider my resume and cover letter as my application.   I am extremely interested in further particulars.  

Professionally, my most recent knowledge and expertise includes my internship with Adams County 17th Judicial District as a Deputy Probation Officer where I am obtaining hands on training as a DPO.  My mentor within the program sits on the board of child protection services in addition to manage and supervise a caseload including probationers who face felony and misdemeanor charges with substance abuse, drug and assault charges as well as many others.  I have hands on experience with supervising probationers and face to face meetings ensuring compliance and investigating any suspicious activity if needed.  Within my internship role I have had the opportunity to issue warrants, waivers, terminations, as well as written reports submitted to the court.   Other experience in the criminal justice system comes from college courses taken.  I received my Associate of Arts in Psychology/Criminal Justice in 2013 with a GPA of 3.41 and am currently a student at the University of Phoenix pursuing my Bachelor of Science in Criminal Justice Administration with an emphasis in Human services and complete in September of 2015.  
My employment with Lender Processing Services as a QC Audit Specialist is where I believe to have obtained my hands on experience in monitoring of employee conduct ensuring professional and lawful productivity.  This promotional position was offered to me directly by my VP.  I had the opportunity to build the department from the ground up alongside my supervisor.  Within the position we both created templates and spreadsheets for each client we monitored the work of 16 associates.  At the end of every month I was responsible for holding one on ones with each associate placing focus on the quality of work put in, both positive and negative.  Every month my supervisor and I would have a one on one meeting with each other and discuss changes that could be made in order to make the department more functional with minimal errors while streamlining the expectations of every associate.  I believe that my experience at this company placed me in a position to view the possibility for growth within client, state and company guidelines.  My position held at University of Phoenix as a Finance advisor allowed me the ability to work one on one with students on a customer service level ensuring a smooth process pertaining to financial aid assistance.    
I believe that my internship as a Deputy Probation Officer with Adams County is a great program that is teaching me hands on experience as a criminal justice professional.  I also believe that regardless of experience one that has passion and excitement within their role has the ability of absorbing all that is taught and all that is expected from any county as I do as a DPO with Adams County.  As an intern I have learned that I am extremely passionate, teachable and a very quick learner when it comes to the highly important role as a criminal justice professional.  I know I have what it takes to be a success in this position if granted the opportunity. 

References  available upon request.

Sincerely,
Tisha R. Luna


