Valerie Jiron
	8790 Allison Drive Unit E, Arvada, Colorado 80005 · (720) 206-7117
val.jiron@gmail.com
Career Summary
A highly organized and detail-oriented administrative specialist with seven years’ experience providing thorough and skillful administrative support to senior staff concerning Federal Government water rights, regulations and procedures. 
Professional Experience
Customer Service & Reception

· Provided fleet management for the Mountain-Prairie Region; reviewed and placed vehicle orders valued at $30,000 plus, gave special attention to alternative fuel issues, funding, purchase contract justification, and cost analysis. 
· Primary contact for the Mountain-Prairie Regional Office vehicle reservations system and responsible for routine vehicle maintenance. Responsible for conference room support; posted weekly schedule and provided Information Technology and Audio and Visual equipment to users. Other duties included communicating with and reporting employee concerns to building maintenance regarding building issues. 
· Responsible for managing a three doctor schedule. Communicate with clients regarding service needs, enter appointments in electronic schedule, follow-up for late or missed appointments, explain service provided at collection of payment, and account for daily earnings at close of business. 

Administrative Support

· Prepare water right applications for submission to State Natural Resource offices for new and change of water right permits, which entails identifying State water laws and regulations by researching and understanding laws set to govern fresh water use as a natural resource. 
· Assist in monitoring refuge and fish hatchery water use for compliance with State law and Service water rights through review of annual water management plans and state-required reports. 

Information Management

· Point of contact regarding Records Management; strong and efficient understanding of the required procedures implemented by the agency to retain and dispose of USFWS official records. 
· Responsible for maintaining the U.S. Fish & Wildlife Service (USFWS), Division of Water Resources database that stores information for all water right permits in the approximately 160 wildlife refuge and fish hatchery system in the 8-state Mountain-Prairie Region, consisting of Colorado, Kansas, Nebraska, Utah, Wyoming, South Dakota, North Dakota, and Montana. 
· Responsible for interpreting and entering legal and scientific data into the Water Rights database for the purpose of automating and preserving hydrology data and water rights records. 


Employment History
Receptionist, Crossroads Animal Hospital 
	September 2014 - Present
Water Rights Specialist, Division of Water Resources, U.S. Fish & Wildlife Service, Region 6
	May 2010 – August 2014
Office Automation Clerk, Budget and Administration Office, U.S. Fish & Wildlife Service
	November 2008 – May 2010
Program Service Assistant, Division of General Services, U.S. Fish & Wildlife Service
	November 2007 - November 2008
Para Professional/Custodian, Jefferson County School District
	October 2003 – August 2007

Education
Regis University, Denver, CO (2008-2012)
Bachelor of Science, Business Administration

Skills & Training

Microsoft Windows Proficient; Microsoft Word, Excel, PowerPoint, Access, SharePoint; Adobe Pro Illustrator; scanning technology, website management; advanced internet research.
Fed Fleet 2008, the 8th National Motor Vehicle and Aviation Workshop and Exposition: 23-26 June 2008.

Basics of Personal Property Management, Management Concepts: 28 July - 1 August 2008, CEU 3.2.

U.S. Fish and Wildlife Service Reimbursable Workshop: 17-18 November 2009, 16 hours.

U.S. Fish and Wildlife Service Federal Financial System: 17 May 2010, 5 hours.

Notary Public for the State of Colorado: 15 July, 2011 through the 15 July, 2015.

Water Resources, Issues and Administration of The San Luis Valley, sponsored by the Colorado Supreme Court and the Colorado Bar Association: 23 September, 2011, CLE 7.

U.S. Fish & Wildlife Service Tribe Trust Training: 28-29 February, 2012.

Water Administration Information and Tools Available from the State of Colorado, sponsored by the Colorado Supreme Court and the Colorado Bar Association: 30 March 2012, CLE 7.

2014 Climate and Colorado’s Water Future Workshop, sponsored by the Colorado Foundation for Water Education.

Freedom of Information Act (FOIA) Overview and Procedural training, U.S. Fish & Wildlife Service: 
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