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· Educational background in Psychology
· Ability to define problems, collect data, establish facts, and draw valid conclusions, exceptional communication proficiencies
· Proficient in writing clinical notes and summary in prescribed style and format 
· Expert at MS Word, Colorado Trails Database, LexisNexis, knowledgeable with Quick Books, Excel, Power Point, NCIC, CCIC
· Detail oriented, good multi-tasker, personable, empathetic, quick learner, goal oriented, and basic math skills

Experience

Administrative Assistant, Independent Damsel in Defense Professional, Denver, CO                                            02/2015- 05/2015
· Schedule appointments, calendar deadlines, and set important reminders.
· Prepare, proof read, and respond to all correspondence.
· Order business supplies and complete mail/office runs.
· Answer phones in professional manner/ fielding telephone calls. 
· Plan travel arrangements.
· Preparation and planning for all social functions.
· Categorize receipts, reimbursements, general upkeep of financial data.

Treatment and Learning Center Counselor, Excelsior Youth Center, Aurora, CO                                             06/2012-11/2012
· Administered direct care for female youth in a residential treatment facility.
· Counseled youth with emotional and behavioral difficulties.
· Established a safe environment enabling successful rehabilitation.

CSO I, State of Colorado Division of Youth Corrections, Greeley, CO                                                  05/2010-03/2011
· Provided direct care (ex. Mentor, model, teach, train, support, counsel, advise, supervise, treat, observe, record, intervene, monitor or “parent”), safety and security of both male and female adjudicated or pre-adjudicated youth in custody.
· Control movement of youth in the units throughout the building and during external transports. 
· Control youth behavior in individual or group settings. Maintain constant visual observation.

Court Notification Program, Arapahoe County Judicial Services, Aurora, CO                                                     12/2009-05/2010
· Completed over 1,000 phone calls a month notifying Defendants of upcoming municipal and county court dates.
· Completed research on Defendants status on LexisNexis.
· Completed light clerical work.

Patrol Deputy, Summit Count Sheriff’s Office, Breckenridge, CO				                                            04/2002-04/2003
· Completed all required documentation including arrest and court paperwork, documenting crimes and other incidents, investigation reports, and related activities.
· Effectively dealt with difficult people by investigating, mediating and resolving complaints.
· Responsible for proving stringent inspection and measures to curb criminal activities.
· Deterred, detected, and appropriately resolved criminal activities, violations, and other situations requiring police attention.
· Handled sensitive paperwork/situations discreetly maintaining confidentiality.
Education
Metropolitan State College of Denver								                                               Denver, CO
198 semester hours towards an undergraduate of Psychology degree

Arapahoe Community College 									                                                  Littleton, CO
POST Certificate # B-8391

Front Range Community College									                                          Fort Collins, CO
27 semester hours towards an Associate of Arts degree
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