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Jana Slater
Objective
To apply my skills and years of experience within a quality company or organization.
Summary of Qualifications
· Administrative knowledge and client/customer services skills.
· Inventory control, tracking receiving, ordering, data entry, logistics scheduling, high volume 
· Unique combination of experience working within human and costumer services fields coupled with a strong management background.

· Long-term experience dealing with a diverse cultural population, great interpersonal skills.
· Over 20 years of customer and client social service experience with effective communication skills. 

· Cooperative, energetic, quick learner who enjoys challenges and always a team player. 

· Organizational skills and capacity to ensure execution of responsibilities. 

. 

Professional Experience
 Warehouse  Program Manager – The Salvation Army Denver, CO ▪ 7+ years 2007to 2015 
· Coordinate the acquisition and distribution of supplies for all Denver Metro  
· Oversee and direct staff, hire/fire, schedule, and payroll hours 

· Programs Locations Produce required reports and data entry for internal and external tracking of information.   
· Work with program directors to identify the needs of the programs for all clients.
· Maintain community relations with other food banks, social service agencies and pantries.
· Work with outside businesses, organizations, clients and costumers to promote The Salvation                                  Army, while acquiring services and supplies to our program and serving their needs.

· Handle and implement codes and enforcement of them, train in areas of code compliance. 

· Manage staff of 4 employees, volunteer groups of up to 30 for various projects.
· Manage and implement work therapy workers
· Work with other managers to develop new programs and systems.
· Work with grant organizations to maintain compliance and reports and provide information

· Provide costumer service and build customer/client services relations. 

· Manage Staff and warehouse, inventory data, state reports and supply ordering. 

· Oversee and maintain, payroll, billing, budget, state reports and data entry and files 
· Fork-Lift Certified 

K-5 Special Education Instructional Assistant – Adams County, CO ▪ 5 years 2002 – 2007
•    Highly Skilled with Pre-K-5 Gen Ed/ Special Education instruction and behavior modification. 
•    Filing/case information, data entry, tracking and retrieval, parent and child files  
•    Curriculum modification and application. 
•    Using and implementing of educational programs and software and school data base. 
•    Child developmental skills, creatively reaching children in crisis and from diverse cultures. 
•    Family intervention training and communication.
Jefferson County Humans Services Medicaid Unit – Jefferson County, CO ▪ 2002-2003
 

•    Determined financial eligibility for Medicaid programs. 
•    Data entry and Information retrieval. 
•    Management of various confidential state programs. 
•    Customer service and client contact (high volume). 
•    Forms and document processing. 
•    Filing/ Case information tracking and retrieval.
Learning Developmental Center Lab Assistant – Front Range Community College, Westminster, CO ▪ 1999 – 2002
•    Pre testing, qualifying and creating reports for students and faculty. 
•    Assist students and instructors with various computer/learning programs, 
•    Tracking of case files, implementing of special needs resources 
•    Presented orientations of educational facilities and programs.
•    High volume customer service, phone and walk-ins. 
•    Multi-tasking office duties, word processing, filing. 
•    Data entry for new and pre-existing students and weekly tracking of hours. 
Education
· AA Degree with an emphasis in Psychology/ Social Sciences – Front Range Community College, Westminster, Colorado 

Additional Skills
· Proficient in Microsoft Office Applications: Word, Excel, Power Point, Publisher and Outlook.
•    Ability to multi-task and manage staff 
•    Ability to maintain case files. 
•    Excellent interpersonal skills including advising, assisting and directing and deescalating. 
•    High level of communication, costumer service and people skills. 
•    CPR/First Aid certified.

