Rebecca Friedel MA
Cell: 720‐299‐2980
Email: rlfriedel@gmail.com



PROFESSIONAL EXPERIENCE:
Mental Health Center of Denver 		Denver, CO 			       09/2013- Present
Human Resource Administrative Assistant
· File all necessary paperwork for employee files (500+ employees) 
· Manage the resume database; sort, review, and send on qualified candidates to department managers for consideration
· Assist with new hire orientation, training, and processing employee benefits changes
· Collaborate on miscellaneous projects e.g. updating our HR website and collecting employee quotes to aid with recruitment process
· Copy and scan documents; keep all necessary forms updated and in stock for employee access e.g. Health Insurance Reimbursement forms and Work Injury Report forms 
· Participate with HR directors in making job offers under union guidelines 

Mental Health Center of Denver 		Denver, CO 			       07/2012- Present
Employment Specialist II
· Find and develop job leads with local employers; build and maintain relationships with local Colorado employers
· Assist consumers in assessing job readiness, job skill development, finding employment resources, and work adjustment training
· Attend and support clients at their interviews with potential employers 
· Facilitate mock interviews to provide constructive feedback to develop their skills

Caribou Coffee				Englewood, CO	                  05/2010-08/2011
Barista
· Adapted to corporate changes with ease and worked well with the team 
· Provided outstanding customer service, learned job tasks quickly, followed all procedures 

[bookmark: _GoBack]Heritage House Ministries, Foster Care      Louisville, CO 		     05/2008‐08/2009
Adolescent Care Team Specialist/Adolescent Case Manager
· Counseled individual at-risk adolescents
· Facilitated group discussions with adolescents and their families
· Assisted residents with developing employment skills and finding employment
· Maintained books for current residents i.e. administered medications and updated medical passports
· Implemented crisis intervention and risk evaluations 

EDUCATION:
Certified Psychiatric Rehabilitation Practitioner             USA                             2014
Denver Seminary 	     M.A. in Community Counseling	Littleton, CO 	     	2009-2012
University of Colorado  B.A. in Psychology		Boulder, CO 	     	2005-2008
