Breanna Federico

70 Meadowlark Cir 

Lochbuie, Co. 80603

720-560-8977
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Objective:

To build a strong work ethic and present with satisfactory job performance, using my knowledge, experience, skills and training.

Education:

Everest College, Thornton, Co.

Associates Degree in Criminal Justice

November, 2007

Dean’s List, 2003

Skills include but are not limited to:

Microsoft Word, Outlook, Excel, Access, Data entry, Filing, Administrative, Customer Service.  Ability to work with a diverse population.  Strong organization skills and excellent time management.   

Experience:





           

Northern Hills Church
, Brighton, Co


           January 31, 2012-Present

Volunteer

Independence House, Denver, Co.


           January 2009-November 2011

Administrative Assistant

· Maintained the organization and efficiency of our workplace.

· Received mail and faxes, distributing them accordingly.

· Updated client data, produced reports, collected data for billing.

· Completed employee intakes, maintained personnel charts.

· Provided support for employees, clients, and referring agencies.

Avalon Corrections / CEC, Thornton, Co.


        May 2007-October 2008

Security

· Collected urine samples for drug testing.

· Answered phones, maintained client files, assisted Parole Officers.

· Completed client intakes, terminations.

· Collected payment for services.

· Assisted Case managers and supervisors with various tasks.

Supreme Cable Technology, Thornton, Co. 


          June 2004-March 2007

Shipping / Receiving 

· Signed for shipments, opened packages, examined parts, input part numbers into the system.

· Transferred parts to designated locations to be assembled.

· Examined finished products, packaged products, shipped packages to the specified customers.

· Maintained a clean and safe work environment.

Cracker Barrel, Northglenn, Co.



December 2002-April 2004

Server / Server Trainer

· Provided an enjoyable dining experience for our guests.

· Trained wait staff.

· Stocked and rotated goods.

References available upon request.





Professional References:





Melissa Ornelas





Therapist at Savio House





Contact: 720-365-1783





Molly Gilbert





Federal Coordinator at Independence House





Contact: 303-408-7966





Michelle Kovacevic





Case Manager at Independence House





Contact: 719-930-4018

Jeremy Kane






Instructor at Tetra Academy





Contact: 303-210-0378





Micale Medina





Sales Manager at Supreme Cable





Contact: 720-435-4793

