
Jose D. Castañeda

3730 Garfield Street

Denver, CO 80205

C (303) 359 4191

Jcasta10@msudenver.edu
Objective:
To receive a position that will help me enhance my working skills and further develop my professionalism. 
Education:
Community College of Denver, Denver, CO — 2009-2012
Metropolitan State University of Denver, Denver, CO -2012-Present
· Studied Abroad in Japan—Summer 2014
Relevant Experience:
Bondsman, At Liberty Bonding; Englewood, CO—2013-Present 

Front office assistant, Project PAVE; Denver, CO — 2008-2011
Spanish Services/Client Service: 

· Served as Spanish-speaking interpreter for new clients
· Managed incoming phone calls both in Spanish and in English 
At Liberty Bonding

· Explained the bond process, the requirements and answered any question to the best of my experience. 

· Helped non-bilingual families locate detained relatives and informed them if individual was eligible for a bond

· Appraised collateral used for new bonds to see if item had enough equity

· Assisted Spanish speakers with bond paperwork and translation

· Helped clients update their information with The Department of Homeland Security
· Entered bond payments on the Captria database

· Called individuals who were behind on bond payments to help them arrange a payment plan
Project PAVE

· Notified clients about their next appointment/appointment change 
· Participated in sending out donation forms and letters to board members and previous clients 

· Helped clients with resources like transportation, clothing, and receiving Spanish-only services 

· Increased Project PAVE’s capacity to receive more Spanish speaking families by helping with referral information and transferring calls into therapist voicemails
· Mentored children about the importance of school and doing the right thing
· Monitored children when guardians/parents met with counselor for therapy sessions
Database:
· Assisted entering confidential data into an online database on a weekly basis 
· Assisted program director with daily information and technology issues as well as helping other staff members with their computer questions

At Liberty Bonding
· Updated clients court date each week with new court dates in Captira
· Sent out reminders to clients of their new court date, via SMS

· Audited files that did not match with our database 
Maintenance:
· Organized files alphabetically and separated files in sections when needed
· Maintained a neat and organized office at all times including the lobby, kitchen, and copy room

· Received mail and put away mail in co-worker’s boxes
· Prepared building for guest by moving chairs, adding chairs, and getting snacks set up and put away 

· Organized office supplies and helped notify when running low on items 

· Maintained clean side walks when snow accumulated 
Skills:
· Bilingual (Spanish-English), proficient in Microsoft Office, WPM 55
Other Work Experiences:
· La Cueva Resturante, Aurora, CO - 2007-2008 

· Vargas Property Services, Broomfield, CO - May 2008- August 2008 

· Rotonics, Commerce City, CO – June 2011- August 2011 

· Atrium, Aurora, CO- May 2012- August 2012 

· Tacos Don Pedro, Aurora, CO–2012-Present
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