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	Objective

	
To obtain a position that will utilize the knowledge and skills I have acquired through varies training and positions. Maintain a high ethical and knowledgeable working standard through continued education. Striving to enhance my ability for promotion and a successful long term carrier.  


	Experience

	
	
	

	Emergency Dispatcher| Navajo County Sheriff’s Office, AZ
September, 2012 – Present    Phone (928) 524-4774
As a 911 dispatcher, I Operate fixed base communications equipment including the 911 system. Answer incoming emergency and non-emergency calls by telephone and radio; project positive support of the department and county organizations at all times. Interview callers and gather details on complaints; relay pertinent information to officers in a factual and concise manner; provide information and assistance to the public. Communicates with caller to obtain information regarding seriousness of incident and if a perpetrator is armed and dangerous until first responders arrive on the scene, providing instruction and assurance to maintain as calm a situation as possible. Prioritize calls for service and determine appropriate personnel to respond; dispatch calls for service to available officers, by radio and pager. Log messages transmitted and received. Type all emergency assistance calls into the computer aided dispatch (CAD) incident logs; input and update information into the NCIC computer system. Enter call history into database including date, time, caller name, type of incident, who call was referred to, arrival time on scene, and other details. Maintain status and awareness of Sheriff's patrol units and monitor alarms; track the location and activities of all officers on duty. Provide detailed call information to officers as needed; monitor message traffic and relay important information to officers. Notify key County personnel on critical incidents; follow all Department policies and procedures to assure that officer safety is the top priority. Compose and send teletypes to other agencies, for securing and sharing information about criminal histories and movements, warrants, incidents, information requests and resource information; obtain information in order to transport accused individuals across state lines. Check records for stolen vehicles, missing persons, addresses, driver's licenses, criminal histories, etc. Perform inquiries and criminal history checks for officers through National Crime Information Center (NCIC). Report equipment malfunctions to the proper authority; maintain a current record of the location and availability of key personnel and emergency equipment. Also perform various clerical tasks.

	

	
	
	

	Customer Service Representative | Heritage Propane, Overgaard AZ
October, 2011 –  September, 2012    Phone (928)535-4429
As a CSR I would conduct Statement processing of customers. Scheduling service, work orders and deliveries from various companies. Maintain accounts receivable/payable. Filling and maintaining electronic data base. Utilizing multiple operating systems such as word and excel. Interacting with customers via telephone and in person on a daily basis. Solving customer problems and complaints. Establishing new accounts while obtaining confidential credit information and maintaining confidentiality.

	

	
	
	

	
Waitress | Red Onion. Overgaard AZ
April 2011 - August 2011   Phone (928)535-4423
Assisting customers with orders and serving the items ordered. Working a fast paced service area which included serving alcohol, ensuring customers were of legal drinking age. Stocking, cleaning and filing end of day earnings. Cleaning and preparing the restaurant for everyday business. Routinely opening and closing the business with no supervision.

	

	
	
	

	Customer Service Agent | FedEx. Tempe, AZ.
December 2007 - April 2011   
First starting this job as a ramp handler which would include maintaining tracking records of deliveries. Escort and transfer high priority animals from airliners to delivery vehicles. Gathered large amounts of currency from multiple FedEx locations though out Arizona and insuring its secure destination. I later promoted to a CSA and began working directly with customers. My duties as a CSA were to assist customers with their deliveries. Receive telephone tracking requests from customers. Track and correct errors while they were en route to destinations. Maintain a high level of professionalism while working in a fast pace stressful environment. Collected money for COD and payments of packages.

Administrative Assistant/ Secretary | Phoenix Demolition. Mesa, AZ.
January 2007 - June 2007   
Answer phones from prospective clients. Filed and documented contracts, building permits and requests. Utilized multiple types of office equipment including fax machines, copiers, scanners and printers. Assisted with job estimates and other variety of assistance to the owner and project coordinators.



	Education

	
	
	

	South Mountain College
Mesa Community College

General Education Degree, 30 college credits (Accounting). Continuing college education.
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