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PROFESSIONAL SUMMARY:

Responsible, dedicated professional with four plus years of experience marketing, planning and general clerical including mail room and file clerk duties.  Takes initiative, self-motivated with leadership qualities who gives 110% per current Director. Has performed office functions such as cash handling, administrative functions, flyer/newsletter creation and event planning.

TECHNICAL TRAITS:

MS Office including MS Word MS Excel, MS Powerpoint, Outlook, Windows 97-2003, Marketing, Brochure Presentation, Cash Applications, and General Clerical.

PROFESSIONAL EXPERIENCE:

Randstad Staffing							June 2012 – Present

· Performed administrative/mail room duties
· General Clerical
· Computer Tasks
· File Clerk

Cherry Creek School District					 Nov 2010 to Present
 Leader – Before/After School Program (Part – Time)
 
· Supervised elementary school children and staff as a part of the Homestead Hawk’s Nest B/A program
· Responsible for logging checks and entering parent calendars into an online database
· Planned field trips and summer activities for 50+ elementary school children as a part of the school’s summer program
· Homework assistance 
· Assisted in creating everyday lesson plans and curriculum for the program
· Created various program documents 
· General child care and proper supervision of children on 15:1 ratio in the school’s gym, cafeteria, computer lab, outdoors, and field trips

South Suburban Parks and Recreation			            Oct 2008 to Nov 2010
Youth Activities Leader/Start Smart Golf Instructor/
Sports Coach

· Taught golf to children in groups of six from the ages of five to twelve during multiple six week courses 
· Taught general etiquette of golf along with respect, discipline and rule adherence
· In-depth parental involvement including assistance with class and children
· Follows and enforces program discipline polices via parent participation, mediation and promotion of teamwork 
· Taught, coached and score keeper for football and lacrosse
· Participated on weekend nights at drop in evening child care including assisting in planning of themed nights for the Rec and Rock program
· Supervised youth and adult USTA tennis tournaments and worked in the tennis pro shop handling cash, credit card transactions and selling merchandise. 

PROFESSIONAL TRAINING:

· CPR/First Aid Certified – American Red Cross - Active till 3/2013
· Universal Precautions 
· Equity/Diversity 
· Medication Administration Certified
· Sunscreen Training
· Spotting Signs of Child Abuse 
· Sexual Harassment 
· Certified Diabetes Care Giver

EDUCATION:
Cherry Creek High School - Graduated 2009
Metropolitan State College of Denver – Currently enrolled – pursuing degree BS in Business Administration





