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CERTIFICATES

Kaplan College, Thornton, CO

ABA-Approved General Paralegal Studies

EDUCATION:




                    
Keller Graduate School of Management 
                    
DeVry University, Westminster, Colorado                            

June 2013, Master of Business Administration                     
Colorado State University, Fort Collins, Colorado  
         
Bachelor of Science in Environmental Health       
Pikes Peak Community College, Colorado Springs, CO
Associate in Applied Science in Electronics Technology                                                            
COMPUTER SKILLS: Microsoft Office Suite, Adobe Acrobat, and Database Management.
RELATED PROFESSIONAL EXPERIENCE:
MACY’S, Orchard Town Center, Westminster, CO 
   Feb. 2008 - Current, On-Call Flexible Associate – 2009 Star Academy Award – 98% Outstanding Customer Service 
· Provide excellent customer service, meet sales goals, maintain areas, and conduct annual inventory.
ONCORE MANUFACTURING SERVICES, Longmont, CO

   Oct. 2013 – Current, Resource Manufacturing Contract Employee – Quality Receiving Inspector
· Inspect, measure, and receive products; verify supplier purchase orders, parts, and quantities against customer certificate of compliance requirements and company quality requirements.

TERUMO-BCT, Disposables Unit, Lakewood, CO

   June 2011 – Feb. 2013, Assembler
· Assembled and bonded assemblies/subassemblies together, inspected, and packaged medical blood component kits according to manufacturing operating procedures and quality system medical device regulations in a clean room environment.

JEFFERSON COUNTY ATTORNEY’S OFFICE, Golden, CO

   Dec. 2011 – May 2012, Volunteer Paralegal Intern
· Provided legal support; file indexing, E-Filing, processed files for long-term storage, contract updating, and database updating.

MEASURED PROGRESS, Longmont, CO
   April 2012 – June 2012, Kelly Services Test Evaluator

· Evaluated and scored 8th grade, 10th grade, and 11th grade math tests.

   April 2011 – May 2011, Kelly Services Test Evaluator 

· Evaluated and scored 7th grade reading and 8th grade math tests.

   June 2010 – July 2010, Kelly Services Test Evaluator 
· Evaluated and scored 10th grade math tests.
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CITY OF LONGMONT – Water & Wastewater Division, Longmont, CO
   Jan. 2009 – Aug. 2009, Bolder Staffing Project Manager 
· Reorganized water utility infrastructure legal land development files and plat maps into an alpha-numeric filing system with corresponding physical file indexes and electronic spreadsheets.
U.S. DEPARTMENT OF JUSTICE - Environment & Natural Resources Division, Denver, CO
   April 2008 – August 2008, Labat-Anderson Paralegal Specialist (Public Trust Security Clearance)
· Conducted legal research; verified citations/statutory references in briefs; performed file indexing, Bates labeling, and OCR scanning of selected case documents; processed mail; assembled trial notebooks; performed case queries on various databases; and maintained electronic case database documentation.

DENVER WATER, Denver, CO     

   Nov. 2007 – Feb. 2008, Customer Care Specialist, Public Affairs Correspondence Section

· Maintained service order information, updated customer records, and generated template correspondence.
   Feb. 2007 – Oct. 2007, Administrative Assistant, Public Affairs Water Conservation Section

· Researched state legal and company databases for current customer information, compiled irrigation audit information to create historical water consumption spreadsheets and irrigation usage graphs for residential homeowner associations, and created a documentation tracking system.  

· Organized and processed rebate applications and surveys, and performed bulk mailings.  

HACH COMPANY, Homeland Security Technologies Business Division, Loveland, CO
   August 2005 - November 2006, Kelly Services Research Associate 

· Created, edited, and submitted the first water security product application for Safety Act protection under the U.S. Department of Homeland Security; coordinated ten designation sections and eight certification sections with legal department, product engineering, product marketing, accounting and finance (insurance) departments, technical sales and service departments, quality assurance/control department, and U.S. Environmental Protection Agency.
· Conducted competitor product marketing research to produce presentations and reports on regional water body governing policies and practices for agricultural water conservation practices, water security and supply sectors, and groundwater pumping. 

· Researched and reported on federal and state funding opportunities for all water product types.
UNIVERSITY OF NORTHERN COLORADO, Environmental Health and Safety Office, Greeley, CO
   May 2005 - August 2005, Environmental Health and Safety Intern 

· Completed various internship projects and performed OSHA compliance recordkeeping.  

BENCHMARK ELECTRONICS, INC., Loveland, CO 
   October 2003 - October 2004, Volt Service Group Material Handler 
· Provided manufacturing support for product Bill of Materials (BOM), monitored various business unit inventory levels by conducting cycle counts, and delivered vendor specific electronic component kits using pallet jacks for individual test system builds.

