Johnna M. Biggers
960 South Locust Street, Unit E, Denver, CO 80224   (916) 206-4764   blueclover46@gmail.com

OBJECTIVE

To contribute exceptional public relations, staff management, and communication skills to a professional working environment which will encourage professional growth and offer opportunities for higher levels of responsibility and advancement.

HIGHLIGHTS OF QUALIFICATIONS

· A dedicated and highly motivated professional with a background that encompasses Administrative Support, Systems Operation, Customer Service and Public Relations.

· Excellent verbal and written communication; documenting results and informing others of conclusions and outcomes. 
· People oriented; attentive and responsive to serving customer concerns or needs and identifying and resolving complex issues in a friendly and helpful manner.

PROFESSIONAL EXPERIENCE

La Plata County Sheriff’s Office, Durango, CO

Sheriff’s Deputy

Provided safety and security for inmates during custody, handling all paperwork and property intake utilizing the Spillman system.  Entered personal information, criminal activity, and court information.  Took pictures, fingerprints and monitored inmate’s activity.  Responsible for additional security to include the monitoring of cameras and entrance/exit security.  Classified and housed inmates ensuring safety and custody prior to hearings.  
Sun Ute Community Center, Ignacio, CO

Personal Trainer 

Provided a safe and effective exercise environment for Members and Guests through supervision of exercise programs, education in exercise, and a focus on establishing a personalized program of exercise for each individual to meet their specific goals.  Created individualized guidance, programs, and motivation incorporating resistance training, cardio, proper food intake, and nutritional supplementations for members with diabetes, fibromyalgia, obesity, and chronic disorders.  Served as a lifeguard on the weekends.  Certified through the American Council on Exercise.
Colorado Central Station Casino, Blackhawk, CO

VIP Hostess

Created an enjoyable atmosphere and experience for patrons while they gambled or attended an event. Organized promotional events such as prize drawings, professional sporting events, day trips, VIP outings, etc.  Communicated well with patrons and dealt with difficult guests with a high level of professionalism. Recipient of “Employee of the Month” award.
Williams and Associates, Sacramento, CA
Receptionist/File Clerk

Support staff to a fast-paced state-contracted legal firm, organized and maintained filing system, processed and calendared incoming/outgoing legal mail through Amicus, answered phones and assisted callers in collecting the information sought, performed other clerical duties as listed: Typing 55 wpm, transcription, trial calendaring, Bate stamping, large copy/scanning projects, organization of trial prep files, etc.
MILITARY

United States Army, Colorado National Guard

Sergeant E-5 Squad Leader/team Leader

Served as a Military Policeman in part of the Joint Forge Operation in Hungary, Croatia and Bosnia.  Led soldiers through convoys into foreign countries, security patrol missions by vehicle in combat zones.  Inspected soldiers, vehicles, radios, weapons and equipment.  Collaborated with foreign ministers to complete tasks. Supervised up to 30 soldiers simultaneously.  Also first security to the Colorado Columbine Shootings.
EDUCATION

Bryan College, Gold River, CA
Associates of Applied Studies in Court Reporting

      Aims Community College, Greeley, CO
EMT/Fire Science

      Front Range Community College, Westminster, CO
                                                                              General Studies
