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Danielle A. Anglada

10386 Owens Circle

Westminster, CO 80021

303-621-5924
danielleanglada@gmail.com
Objective:

· To secure a position where I can employ and build upon my current skill set, education and experience in a professional environment. I am interested in furthering my career in the field of Criminal Justice.
Professional Experience:

Jefferson County District Attorney’s Office


April 2007 – January 2013
NCIC/CCIC Specialist – Investigations
· Manage workload to meet specific department deadlines

· Receive high volume of investigative requests from Deputy District Attorney with specific deadlines

· Run/Research background checks on defendants/witnesses/victims for use by the District Attorneys  in court cases using Open Fox (NCIC/CCIC) database

· Complete accurate detailed investigation of  rap sheets arrests/convictions through statewide database Data Access-Courtlink, Denver County Courts, and Action databases

· Research out of state arrests/convictions with state and nationwide courts and law enforcement agencies for disposition information.

· Compile and prepare analysis of data and translate investigative findings into layman’s terms via memo, for use in pending cases in court by Deputy District Attorneys  

· Perform background checks/queries through Department of Motor Vehicles (DMV) for vehicle registrations, driver history, and dossiers 

· Request necessary certified/non certified documents from local and nationwide courts and law enforcement agencies regarding convictions and protection orders 

· Perform background checks on all active warrants and current protection orders

· Compile accurate and detailed background investigative reports on potential applicants to the Jefferson County District Attorney’s Office to determine applicant suitability 

· Perform clerical duties including copying, typing letters, memos, maintaining files and responding to outside agencies

· Provide Notary Public services for the District Attorney’s Office 

Jefferson County District Attorney’s Office

January 2006 – April 2007

Records Technician

· Handle all incoming requests with regard to discovery including requests received from defense attorneys, public defenders, and pro se defendants

· Scan all evidence received from the District Attorney’s Office into the Case Management System database

· Produce additional copies of various types of media received, i.e., audio tapes, video tapes, CD’s and DVD’s

Jefferson County District Attorney’s Office

January 2006 – April 2007

Records Technician continued
· Update existing discovery files with additional information received on an ongoing basis

In addition to the above duties, also provided support to the Director of Public Information (PIO). Job duties included:

· Handled all routine media inquires via phone, fax, or email

· Create and maintain a high profile case list

· Prepare weekly docket from high profile case list and forward to the media (newspapers and television news stations)

· Create documents to track special cases as requested by the Director

Department of Correction Interstate Compact

April 2005 - January 2006

Administrative Intern

· Verify and process Interstate Compact Parole and Probation Packets

· Data entry for the above information into DCIS (Department of Corrections Information Systems) and Access database

· Assist Parole Officers with filing documents such as: transfer request forms, offender photos, admission and diagnostic summaries, court documents, evaluations (alcohol and psychological), PSIR (Pre-sentence Investigation Reports), offense reports, police reports, criminal histories, and restitution receipts.

· Completed all deadlines on time or earlier than requested

· Calculate and process collection of restitution debt owed by parolees 

· Make frequent visits to Jefferson County Courthouse to attend parole hearings and observe court protocol 

· Work with various  professionals, parolees, and inmates on a regular basis

Brown Palace Hotel 





January 2000 - April 2005

Reservation Clerk

· Assisted clients with dining and lodging reservations

· Trained all new employees on the use of the reservation script and computer training

· Trained reservation staff on the proper protocol for “Preferred Shop” call testing 

· Researched, processed and verified travel agent invoices 

· Compared central reservations with in-house reservations

· Made reservations for city wide conventions and large groups

· Entered and tracked recurring visitors on Excel spreadsheet and provided guests with special amenities upon return visits to the hotel

· Handled guest no show, advance deposits, and adjustment accounts

· Consistently received perfect scores on all preferred shop call tests

· Received quarterly bonuses for up-selling hotel room reservations

· Nominated and received “Employee of the Month Award”

Education

Metropolitan State University 


Major: Criminal Justice




August 2002 – April 2005


Minor: Psychology




Denver, CO

Front Range Community College




August 2000 – May 2001


General Studies




 

Westminster, CO

Skills

· 10 key by touch

· Microsoft Office Suite

· Microsoft Outlook

· Open Fox (NCIC/CCIC) database

· Access Database

· Data Access-courtlink database 

· Court Management System (CMS)

· DCIS (Department of Corrections Information System)

Awards 

· Nominated and received Employee of the Month 5 times

Jefferson County District Attorney’s Office

· Nominated and received Employee of the Month

Brown Palace Hotel

