Amber Butler

3566 E. 141st Pl.  Thornton, CO ● (832) 655-6982 ● amber032875@gmail.com
Dear Human Resources:


   I am ready to explore a new career with Corporate Management Group as a Researcher/ Admin Assistant.  I know that Corporate Management Group is looking for a unique individual; which I am.  I will provide my unique character and friendliness to provide “legendary service” in order to maintain and exceed the expectations and values of Corporate Management Group. I understand that your company seeks an individual who is responsible and reliable.  Along with these traits, I also exhibit specific skills that will assist me in the job as a Researcher/Admin Assistant. These skills include: 

· Excellent time management/prioritizing skills 
· Detail and team oriented
· Ability to multi-task and be flexible
· Ability to work with sensitive, confidential information, and hold confidentiality  
· Excellent written/verbal communication 
· Excellent computer skills in Word, PowerPoint, Excel

I am excited to be a part of Corporate Management Group and I know that, if given the     opportunity, I could show you that I posses the values, skills, and uniqueness that fit into your company.

I enthusiastically anticipate discussing my qualifications in an interview.

Sincerely,

Amber Butler
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Amber Butler
       

3566 E. 141st Pl Thornton, CO 80602 - 832-655-6982 (C) – amber032875@gmail.net
Summary
Self-directed, enthusiastic professional that possesses exceptional oral and written communication skills; able to multi-task; detail oriented; excellent time management skills; positive rapport with others; ability to handle sensitive and confidential material. 
Professional Experience
Jowell Elementary~CFISD                                              September 2001 to October 2011

Elementary Teacher

Houston, TX

· Combine discipline plan with effective measures and various lesson plans to increase concentration, participation, and progress student accountability 

· Design weekly lesson plans to focus on age-appropriate material 

· Implement reading and writing workshops to increase student literacy and support school reading programs 

· Direct and enforce child-based hands-on curriculum to promote student interest and receptive learning. 

· Empower English Language Learners, along with struggling learners, by implementing visual lessons, as well as, hands-on activities. 

· Participate in school-wide meetings, team level meetings, parent conferences and Annual Review and Dismissal (ARD) meetings. 

· Establish rapport and increased parental involvement through communication

· Team representative for my teaching team on school related issues

· Used a variety of computer programs on daily basis  

Poly Ryon Hospital                                                                  October 2000 to April 2001

Recreation Therapist/ER receptionist

Rosenburg, TX

· Planned and implemented recreation activities for senior citizens

· Set therapeutic goals to meet individual needs

· Evaluated and recorded patients goals 

· Independent work condition with minimal supervision

· Utilized computers to record patient data on daily basis

· Created monthly newsletter
Shriner’s Children’s Hospital Honolulu                           August 1999 to September 1999  

Recreation Therapy Intern

Honolulu, HI

· Coordinated a variety of recreation activities for individual/group; including field trips

· Planned and implemented a special event for the patients at the hospital

· Set, evaluated, and recorded progress of patient goals  

· Coordinated the creation of a therapeutic garden with the local boy scouts troop

· Utilized computers for daily work

· Worked closely with the Recreation Therapist Team members

Criss Cole Rehabilitation for the Blind

           
March 1998 to August 1999


  Recreation Therapist


  Austin, TX 

· Independent work condition with minimal supervision

· Coordinated a variety of recreation activities; including field trips

· Instructed pottery class, special interest classes, and the gym

· Planned and implemented special events; Christmas parties, Karaoke Parties 

· Set goals to meet individual needs

· Evaluated and recorded patients goals

· Utilized computers to record patient data

· Created monthly newsletters

· Social interaction with co-workers and patients on daily basis

 
Southwest Airlines Training Program



September 1999


Dallas, TX

· CPR training

· Completed and passed tests after a variety of lessons

· Safety training

· Below the wing experience with luggage and restocking of plane

Education and Training
Southwest Texas State University (Texas State) 1999

Recreation Administration emphasis in Therapeutic Recreation

BA
San Marcos, TX, USA

University of St. Thomas 2011

Educational Diagnostician

M. ED
Houston, TX, USA 

Region IV Educational Service Center 2001

Early childhood-4th grade

Alternative Certification
Houston, TX, USA

Certifications
Texas Certified Early Childhood-4th grade


Educational Diagnostician

English as a Second Language (Teaching)

