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Strengths Summary:	
[bookmark: _GoBack]My strength is my ability to motivate others, to be a team player, and at the same time work independently.  I am not afraid to ask questions as I feel it is better to be clear on directions and expectations to avoid errors.  I also am a committed employee and actively seek out new challenges.    My degree is in Family Studies / Social Work, with a variety of course work in sociology, psychology, substance and child abuse, and mental health. Field experience includes working with refugee children, adoptions, victims of abuse, and the disabled, as well as a broad knowledge of office procedures and administrative duties.



PRACTICAL EXPERIENCE:
May 2013 to May 2014:
As a Program Manager with Overture supervised providers who had clients living with them in their homes. Served a caseload of 20 plus clients with various disabilities ranging from autism to severe retardation. I was charged with attending service plan meetings, which entailed discussion of the client’s past year goals and how they did residentially and at day program.  I completed home visits to make sure our clients were provided for properly; this consisted of reviewing the behavior tracking log and looking at the maintenance and upkeep of the provider homes.   I was in contact with day program staff to monitor the client’s behavior while there. It was my responsibility to write personal growth plans for each client.  These consisted of exercise, cooking, hygiene, and reading plans.  These plans helped the clients become as independent as possible. 

November 2011 to May 2013:  
I worked for Mosaic from November 2011 to May 2013.  I started my employment in Kearney, NE and just recently transferred to the Denver office.  My position has been as a direct support administrator for the disabled.  My job requires me to design and implement daily programs for each resident depending on their individual physical, mental and emotional disability.   My position also entails completion of reports for the facility as well as the State.  These reports required the knowledge and application of the Microsoft Office products.

May 2011 to August 2011:
Internship at the Denver Rescue Mission.  I worked with refugee children from Nepal, Congo, Burma and Somalia.  My direct responsibility was that of teaching reading, writing, local customs to help prepare them for the educational system in Denver.  In addition, I worked with the adults in maneuvering the job market, finding their way around Denver on the bus system, making doctor appointments and finding housing.

May 2010 to August 2010:
Supervision at the Boys and Girls Home in Kearney, NE, of youths between the ages of 9 and 16 who were victims of abuse. I was charged with teaching positive coping techniques for anger management, diversion tactics, and forgiveness techniques.  These children had been victimized, many since birth, and the skills we were teaching were to assist them to become an integral part of society.

September 2007 to September 2009:
Office support at Prince Insurance Group, Broomfield, CO.  Database management, preparation of documents to be digitally stored as the office became a “paperless.”  Use of Microsoft Office Suite in data management of customer files as well as general office support for staff.

Volunteer Experience:
2014
Volunteer’s of America.  Currently volunteer once a week at a women’s homeless shelter; and once a week I work with children while their parents are in classes, helping them with homework and participating in activities. 
June 2011 to August 2011
Volunteered at Adoption Alliance in Denver.  I was charged with administrative duties to help with the office work flow.  Duties included the use of Microsoft Office Suite, filing, and mailings.  I also worked with the international adoption counselor to learn the adoption process.		
			
March 2010 to May 2010:
I worked as a volunteer for the Nebraska AIDS Project.  I assisted with the design and organization of the food pantry as well as provided education to the clients about healthier food options.  I assisted with event planning to help raise funds for the organization.
	
	
VOLUNTEER & NETWORKING ACTIVITIES:
2005 to present:	
Chi Omega Sorority
MAKE A WISH Foundation, various community activities through Chi Omega.  As I have recently moved back to Denver, I am looking at various volunteer opportunities.		
2014 
I am also volunteering with Volunteers of America.  I help homeless women and their children.  I talk with the women and am there for them when they need someone to talk to with.  I help the children in the child care center, participate in activities that help them learn how to share. 
	 

EDUCATION:
Graduate of the University of Nebraska at Kearney in December 2011 with a degree in Family Studies and a minor in Social Work.  I obtained my FLE certification.		

Graduate of J. K. Mullen High School 


