	PRISCILLA JAMES 
505 Moline St 
Aurora, CO 80010 
Tel: 303-366-5991 
Email: user16pj@q.com 


	WORK HISTORY

	Nov 2012
to
Present 
	Receptionist 
Berkley Manor Care Center
Denver, CO 80224 
First line of contact, Greet customers with a smile, answer questions regarding tour of the facility etc., handle client’s funds, ensure petty cash balance at beginning and end of shift. Answers phone Lines, forward calls to the designated extensions, process mail and distributed to clients, process daily clients menus. Receive application for current opening positions. 

	Oct 2006
to
Oct 2012 
	Program Assistant 
Division Of Youth Corrections Gilliam Youth Services
Denver, CO 80203 
Provide administrative support to Gilliam Youth Services, Administration Directors, Supervisor, Food Services, Employees, Volunteers, Paramount Youth Services, Contractors, State Director's Office, Human Services, Payroll and other agencies providing high level of professionalism, including assessing problem solving skills and technical support. Key duties report to Director and chief finance officer/budget office; authorized signer for contract invoices, submit expenditures budget reports. Communicated effectively with multiple departments internal and external.

	Mar 2000
to
Oct 2006 
	Administrative Assistant 
Division Of Youth Corrections Central Region
Denver, CO 80236 
Handled Multifaceted clerical task (e.g. data entry, filing records and processing provider's current monthly invoices. High volume deadlines, Including assessing problem solving skills and technical support. Enter confidential information into system setup conference room appointment. I implemented and designed front desk Administrative Assistant II work station, setup procedure manual and instructions for provider spreadsheet in excel monthly reports. Full access to programs, Word, excel Access, develop budget sheet.


	Dec 1997
to
Mar 2000 
	Property Technician 
Arapahoe Justice Center
Englewood, CO 80112 
Process/Itemize inmate property; process photo Id's, issuing uniforms, manage inmates fund accounts. Balance cash register at end of shift; process bonds, process checks to appropriate courts. Verification of visitor’s identification and check for warrants before visiting with inmates. Process inmate's daily booking and releases.

	EDUCATION

	Sept 1981
to
Dec 1991 
	Emily Griffith Opportunity School 
Denver, CO 80204
Business Math/ Computer Operator and Ten key by touch Certificates received

	Jul 1991
to
Sept1991 
	Barnes Business College 
Denver, CO 80226
Business Management I & II certificates received 

	Sep 1982
to
Sept 1982
Sept  1997 
	Arapahoe Community College 
Denver, CO 80120
GED  completed my High School GED certificate M2475
Metropolitan State College Computer Science

	MEMBERSHIPS

	
	American Safety Health Institute exp 6-20-13
NOTARY exp 7-27-14

CPR, AED, and BASIC FIRST AID 

ADULT CPR, AED, and First Aid 

Child CPR AED, and First AID 

NOTARY # 19984020744 

	SOFTWARE/SYSTEM SKILLS

	
	Operating System-Open Windows Server, Microsoft Office (word, excel) Database Access
Typing Speed: 45wpm

	REFERENCES  upon request

	
	Naomi Batiste
6110 S. Oak Hill Way
Aurora, CO 80016
Ph. 720-340-0383
Doreen Bovey
4255 Oxford St
Denver, CO 80236
Ph. 303-866-7131

Alice Keeton
13101 E. Bronco Parkway
Centennial, CO 80012
Ph. 720-874-3931


