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Objective

[bookmark: _GoBack]Seeking career with Non-Profit Organization with a focus on Organizational Communication 
Profile 
Detailed-oriented professional with (7) seven years’ experience working in the judicial system. Also experienced in working with social service programs through case management. Accomplished communicator with both internal and external customers. Responsible for the explanation of policies and procedures contained within the statues set forth by City and State Governments. 
Skills Summary
	Administrative Office Skills
Case Management
Customer Service
Data Entry
Legal Research
	Computer Savvy
Detailed Oriented 
Conflict Resolution


	



Professional Experience
City of Aurora
	Judicial Assistant 2005 – 2010

Responsible for the reviewing of dockets of scheduled cases.
Routinely provided information to Attorneys, Judges and the general public.
Coordinated parties for case disposition.
Manage case files for data entry and proper routing to various departments.
Consistently updated court files to reflect current disposition. 


Porter, wright, Morris and Arthur LLP.
	aDMINStrative staff 2003 – 2004

Managed the direct flow of the direct services division.
Communicated statistical information to regional offices.
Facilitated the shipping of client materials through global processing.
Reproduced documents for client review.
Supported the hospitality division for various charitable benefits.
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Professional Experience, continued
United methodist children’s home
	Youth Specialist 2002 - 2003
Supervised residents housed in treatment facility 
Documented daily activities and concerns of residents.
Coordinated and executed daily and weekly activities for residents.
Provided support to the Assistant Director of residential treatment services.
Created and maintained staff schedules for proper rotation.

      Columbus City Schools
          Media Specialist Assistant 1999- 2002
      ♦     Responsible for the circulation of all print and media material.
♦ Established mandatory training on various window-based software, such as Microsoft 		           Office, Microsoft Word, Excel and Publisher.
♦    Assisted with the interview selection of potential employees. 

    The Private Industry Council 
	
	Lead Job Coach 1996-2002
	
	     ♦ Maintained case management for the TANF program.
	     ♦ Developed supportive lines of communication between employees and employers.
	     ♦ Instructed employees on workplace socialization, ethical work habits, and time management.
	     ♦ Assessed and recommended training needs of employees utilizing occupational training.
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Metro State College of Denver, Organizatinal Management 2010 to Present.
GPA: 3.0
The Ohio State University, Political Science
GPA: 	2.6
Central State University, General Studies
GPA:	2.9


Relevant Training
♦Crisis Intervention (Private Industry Council/Cova) (Franklin County Detention Center)
♦Workplace Socialization (Private Industry Council/Cova)
♦Descriptive Documentation (Private Industry Council) (Franklin County Detention Center)
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