	Melissa DePriest
3770 West 24th Street
F-18
Greeley Colorado 80634
303-589-3286
melissa_depriest@yahoo.com

	
	

	

	Objective
	

	
	Seeking a position which will allow me to fully utilize my communication, organizational, and problem solving skills.
	

	
	

	
	

	
	

	Work History	January 10, 2011 – Present
Weld County Justice Service
Greeley, Colorado
Pretrial Service Clerk II
· Answer telephone calls and receive inquiries in person, providing
               information based on knowledge of Pretrial Services or the Division
               programs and activities, or refers callers to appropriate personnel, as
               necessary
· Establish and maintain a variety of tangible files both written and electronic. written or electronic information as requested or otherwise necessary. Utilize computerized data entry equipment and various word processing, spreadsheet and/or file maintenance programs to enter, store and/or retrieve information as requested or otherwise necessary. 

· Collect and process all applicable fees from pretrial defendants. Perform
              moderately complex accounting work; receive and verify information
              from various sources and enter data into ledgers and other records.
              Prepare statistical reports and produce financial information as directed


2008-2010
Exempla Lutheran, 
Wheat Ridge, Colorado
Unit Secretary/CNA
· Entered Physician orders into data base.
· Tracked supplies and billing for accounts receivable. 
· CNA on the surgical unit
· Duties consisted of patient care, delegated duties from nurses, monitoring vitals and blood glucose levels, supply and upkeep of the necessary unit equipment.
· Good as Gold award winner


2005-2008
Macys
Westminster, Colorado
Counter Manager
· Responsibilities included bookkeeping, tracking inventory and scheduling employees.
· Built relationships with customers which lead to an increase in sales.






2003-2005
Hyland Park Centre Apartments
Denver, Colorado 
Leasing Agent
· Facilitated leasing of apartments to renters.
· Organized maintenance files and work orders.
· Collected deposits and rent from leasers. 
· Responsible for accounts payable.


	
	

	Education and Training 	· 2011 Obtained my Colorado Notary Public Licensure
· 2011 Advanced Training in Microsoft Excel and Access

1996-1998
Barton Community College
Hays, Kansas
Obtained Kansas CNA Certificate and LPN Licensing 

1990-1994
Cadiz High School
Cadiz, Ohio
High School Diploma




	
	




	References	
Sharon Behrens - 1008 9th Street, Greeley CO 970-381-7125
Margie Hurd  - 308 South Hayesmount RD Watkins CO 303-478-5349
Christy Dodd - Greeley CO  970-324-1635 


	
	



