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[bookmark: _GoBack]thima0208@gmail.com

OBJECTIVE  
Highly dedicated and self-motivated individual seeking a full-time Administrative Assistant position utilizing education and experience 

SUMMARY OF QUALIFICATIONS
· Demonstrated ability to ensure compliance to departmental policies and regulations
· Experienced in communicating orally with other juvenile supervision officers regarding operations
· 88 hours in training through Texas Juvenile Justice Department
· Highly organized individual with the ability to multitask and meet deadlines
· Skilled in the use of office equipment, computer software, and statistical software
· Conducted literature search and reviews as well as performed statistical analysis

EDUCATION 
Graduate Certificate in Forensic Psychology				                                     	        May 2014
Texas State University, San Marcos, TX						       	                     GPA 3.83

Master of Science in Criminal Justice				                                                   	        Aug. 2012
The University of North Texas, Denton, TX						                     GPA 3.58
Thesis
Homeland Security Roles and Responsibilities: An Examination of Texas Police Chiefs’ Perceptions  
		
Bachelor of Art in Criminology			                                     			        May 2009
The University of Texas at Dallas, Richardson, TX		    		                                  GPA 3.28			                  
Associate of Science						                                                   	        May 2008
Collin County Community College, McKinney, TX					                     GPA 3.55                               

HONORS
Dean’s List, Collin College						                                 	     2006 - 2007
Emerging Scholar in Russian, Collin College				                                            	   2007

RELEVANT COURSEWORK
Graduate Level Courses:
Evaluation and Research Method                 Criminal Justice Administration	                   Program Evaluation
Criminal Justice Policy	             	           	     Learning, Cognition, and Motivation                   Forensic Psychology

INTERNSHIP EXPERIENCE
Intern
Translation Excellence, Aurora, CO							         Sept. 2014 –Dec. 2014
· Assisted technician in getting interpretation equipment setup and breakdown for the Oil & Gas forum
· Assisted with social media updates 
· Translated legal documents from Thai to English
Intern										   	   Jun. 2013 – Dec. 2013
Comal County Habitat for Humanity, New Braunfels, TX				
· Entered data within GiftWorks and Constant Contact
· Logged mail and answered telephone
· Received mortgage payments

Intern with the Child Abuse Prosecution Unit					     	     May 2010- Jul. 2010
The Denton County District Attorney’s Office, Denton, TX		                                 
· Performed general office tasks, such as copying, filling out, and filing legal documents
· Reviewed victims medical records as well as police narrative reports
· Attended the Permanency Conference and the Criminal Justice Practitioner course
TRAINING
Volunteer Legal Assistant	                        					                  Oct. 2014 – Present
Colorado Legal Services, Denver, CO
· Provided technical support to the Tech Unit
· Examined websites for content
Habitat for Humanity Affiliate Insurance Program						Jul. 2013
Comal Habitat for Humanity, New Braunfels, TX
· Working in Hot Conditions (Hot work)
· Defensive Driving – Commercial Vehicles
· Exit Routes – Supervisors
· Office Ergonomics
Toastmasters International Communication Program				    	    Feb. 2011 – Jul. 2012
UNT, Denton, TX					                            			                          
· Developed time management, leadership, listening, and communication skills
· Obtained Certificate of Competent Communicator					                      
· Awarded outstanding VP of Membership, Area 52 of District 25 Toastmasters	                                     

Fundamental Forensics 								  Jul. 2009 – Aug. 2009
JEM Forensics, Frisco, TX									              
· Developed crime scene fingerprints using powder and chemicals	                                           
· Lifted latent prints from objects at a forensic lab
· Received both a Certificate of Basic Crime Scene Search and Basic Fingerprint Development	

PROFESSIONAL EXPERIENCE
Women’s Shelter Worker (Temporary)					            Nov. 2014 –Feb. 2015
The Salvation Army, Denver, CO
· Provided security for the female shelter population
· Maintained professional relationship in all interpersonal contacts
· Collected the HMIS intake forms and entered them into the HMIS database

Juvenile Supervision Officer/Drill Instructor         			                         Dec. 2013 – May 2014
Hays County Juvenile Detention Center, San Marcos, TX					              	
· Provided direct supervision of juveniles as well as advised juveniles of rules and regulations
· Delivered written reports and documentation
· Performed crisis and behavior management
* Training Records from Texas Juvenile Justice Department are available upon request

Graduate Research Assistant								                  Jun. 2013
Texas State University, San Marcos, TX
· Assisted with the development and data collection for Police Cynicism studies

Volunteer Program Coordinator							    Oct. 2011- Jun. 2012
Our Daily Bread, Denton, TX							    
· Provided clients with information about necessary services, such as shelter, transportation, and medical care
· Distributed hygiene items to approximately 50 clients every Friday in order to ensure their basic needs
· Assisted new clients with the registration process
						                
PROFESSIONAL MEMBERSHIPS
Golden Key International Honor Society, Member	                                                 	      Oct. 2013 - Present
North Texas Toastmasters, Member		      				             Feb. 2011 –  Sept. 2012
North Texas Toastmasters, Vice President of Membership			                  Jul. 2011 – Jul. 2012
Alpha Phi Sigma, Member						                                                Aug. 2008
Phi Theta Kappa, Member		 		                     		                                    Jan. 2007

LANGUAGES
· Fluent in English and Thai (speak, read, write)
