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   C. 720-217-8728


Objective: To secure a position an industry where I can leverage my skills, passion for learning, and ability to thrive in a challenging and fast-paced work environment. 
Areas of Strength & Expertise
	· Leadership Ability

· Training

· Communication Skills

· Mentoring

· Hands On 

· Proactive


	· Computer Skills

· Ability to Adapt

· Personal Organization

· Staff Supervision

· Hard Worker

· Problem Solving


	· Quick Learner

· Fast Pace

· Accountability

· Personal Organization

· Ability to Relate to Others




Career History

Goddard School...Westminster, CO                                                                    

(2014-Present)
Write lesson plans and write dailies to teach 18 preschoolers
Teacher








   
· Write lesson plans

· Support staff for infants to kindergarten

· Decorate the room

· Promoted to teacher to the preschooler room as a co-teacher

· Earned CDA (Group Lead Qualified) 
· Write dailies to write to parents to let them know what their child has done for the day

· In charge of Circle Time

REDSTONE RANCH APARTMENTS...Denver, CO 


                            (2012 to 2014)
Leased apartments to prospects and helped residents in a 420 unit complex
CONCIERGE/LEASING AGENT
· Scheduling clients visits and tours

· Leasing market, tax credit, and section 8 apartments

· Explain and have applicants sign a contract to live in an apartment for a fixed price

· Create work orders and correspond to maintenance department

· Make appointments and requests to meet up with future and current residents

· Advertise and promote complex by visiting businesses, handing out brochures, and using online sites like Craigslist and other apartment sites.

· Understanding of Fair Housing laws and leasing contracts

· Partnered with third parties such as case managers, VA workers, probation officers, and translators

· Studied and utilized leasing software like Yardi, SRI, company site, Dominium Connections

· Read ledgers and enforced having prospects/residents paying nonrefundable and refundable payments such as security deposits, rent, fees, and maintenance

· Collaborated with managers on putting clients in the correct apartment based on their income

· Organized the office,  by using electronic memos, filing, and using Yardi to keep track of traffic

· Applying for applicants using SRI, would figure out if applicant is approved or denied based on income, credit, renters background, and criminal background

· Used Outlook when corresponding to clients or making appointments with co-workers

· Used Microsoft Word if needing to do any projects for the office

· Organize events each month for residents such as pizza parties, Toys For Tots, pumpkin carving contest, and holiday parties

· Searched government sites each month for criminal stat reports 

· Made resident newsletters each month to update with any occurring events or new information

· Promoted to Leasing Agent March, 2013

· Check to see if applicants are income qualified 

· Make purchase orders for vendors and buying products with those purchase orders

TARGET...Westminster, CO                                                                    


   (2011)


A sales associate for every department in the store including grocery, clothing, toys, cosmetics, home furnishing, and electronics
SALES TEAM MEMBER








   
· Cashier dealing with cash, checks, credit cards, and applying customers for Target's cards

· Helping customers in and out of the fitting room

· Answering phones and directing customers to the right phone extension

· Can adapt to any department and can learn quickly about the products

· Each hour would roam the store to make sure every customer has been taken care of

· Would market the products by putting them on end caps of the aisles

· When opening, would floor set how each aisle or floor plan is supposed to be 

· Would use UPC gun to find an item, to check if items are in stock, and how many of the items there are

· Never had a set schedule so am able to work around my work schedule and stay organized
SAN DIEGO SOCCER CENTER...San Diego, CA  





(2009)

ROCKY MOUNTAIN SOCCER CENTER...Northglenn, CO  



(2005 to 2009)
Helped supervise about 13 employees and ran an indoor soccer facility with over 500 player Administered pre-employment testing program.

OFFICE ADMINISTRATOR
· Score keep games that consisted of about 20 player each game

· Would ref games of youth, adults, and co-ed teams

· Answer phone calls

· Would add players, points, and teams on an Excel spread sheet that would go up on the internet

· Register teams and players by putting them in the computer system

· Would help file all the games and any injury or disciplinary actions

· Supervise teams and players to make sure everybody was doing their job and staying safe

· Make sure to have great customer service especially when dealing with a competitive sport

· Trained new employees as refs and score keepers

· Made sure the office and the facility were clean and in order

· Would have to help in any way when players were being hard to deal with

· Would help with first aid when customers were injured
Education and Professional Development
UNIVERSITY OF PHOENIX...Westminster, CO                                                                                              (2008 to 2012)
· Associates for Science of the Arts

· Bachelors for Criminal Justice in Administration
LEGACY HIGH SCHOOL...Broomfield, CO 






 (2003 to 2007)
· High School Diploma 
· Center for World Studies Program, plus trip to Europe with classmates for a month

· Classes studied are Athletic Training, Computer and Psychology 
CDA Council Organization…Online






(2014 to 2015)
· Child Development Associate
Capella University…Online






            (2014 to Present)
· Masters in Marital and Family Counseling
Professional Development
· Fair Housing Classes

· Tax Credit and Section 8 training

· Customer Service training

· Screening Reports (SRI) training

· Sexual Harassment Inside the Workplace training
· First Aid/CPR Certified
· Group Lead Qualified
SOCCER...CO 








         (1997 to Present)
· Would help with first aid when customers were injured

· Learned to be disciplined by not missing practice, working outside of practice, being on time, and to not let others get my head out of the game

· Learned that a person cannot win by themselves and teamwork is important

· Working hard can only make a person better

· Every person needs something they are passionate about and that can make them a better person


