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Summary of Qualification
· Over 2 years experience of working with at risk -youth
· Conversational and proficient English with verbal and written communication.
· Proficient computer knowledge of Microsoft Office including Word, Excel, Outlook, PowerPoint 
· Operated office equipment including multiline phone systems, copier, fax, scanners, printers, postage machines, 40 WPM and 10 Key.
· Known for being a solid team player with the ability to work independently and accurately with little or no supervision.

Professional Experience
Customer Service Skills
· Excellent at establishing rapport with customers to maintain a high level of satisfaction 
· Effective and attentive listening skills, which help to quickly evaluate customer relationships
· Marketing, customer follow-up, implementation of new contracts, procedures   
· Customer service to new, existing, and potential customers

Youth Skills
· Supervision of 10 staff members
· Provided a positive and supportive environment for at-risk youth
· Implementation of treatment plans
· Coordination of activities for mental health clients
· Responsible for safety and security of residents
· Ability to handle crisis situations using Crisis Prevention Intervention (CPI) 

       Legal Clerical/Receptionist Skills
· Documented daily client activities
· Provided administrative support
· Copied and processed legal court documents
· Corresponded daily with outside vendors and clients
· Filed legal documents with the courts

Employment History
Paraprofessional, Weld County School District Six, Greeley, Colorado 09/09-Present
Mental Health Worker, Littler Center/North Range Behavioral, Greeley, Colorado 05/08-07/09    
Child Care Worker, Reflections for Youth, Loveland, Colorado 12/06-04/08       
Receptionist/Clerical, Share Colorado, Denver, Colorado 03/06-12/06       
       
Education
High School Diploma, Greeley Central High School, Greeley, Colorado 06/91
Criminal Justice, Aims Community College, Greeley, Colorado 09/01
Volunteer 
           Assist the Red Cross with various tasks, to assist families of the Evans Flood
