Fina Amelia Apodaca
6364 W.78th Pl.
Arvada, CO 80003
720-389-7069
Fina_johnson@yahoo.com

	Objective

	To gain a permanent position as a business office administrator with a growing company in which I can be given the opportunity to showcase my abilities for a company that will be able to provide long term growth and job security as well as an employee environment that fosters personal growth and stability.   

	Education

	Bachelor of Science, Business Administration
Stevens-Henager Online, Salt Lake City, UT
	Completed 10/2013

	Relevant Course Work: Business Accounting and Financial Report Preparation, Marketing and Sales, Macroeconomics and Statistics, Human Resource Management, International Business Principles, Organizational Design and Change
Associate of Science, Business Management
Colorado Technical University Online, Chicago, IL                                              Completed 06/2010

	Skills & Abilities
· Responsible for providing clerical and administrative support customer service oriented environment
· Handle incoming and outgoing mail, maintain files, process receipts
· Answer and direct phone calls, print and digital communications
· Assist and support with basic clerical duties
· Proficient in MS Office Suite
· Certified in Soft Skills and Communication



	Work Experience
Lead Minister, Board President
The Village Community
	2013 to Continuing

	· Planning, drafting, and delivering weekly sermons
· Directing daily office activity
· Personal communications between clients and office staff, staff and resource providers, and organization and funding sources
· General ministerial duties such as marriage, baptism, counseling, and spiritual motivation
· Develop service programs to provide resources directly
	

	Secretary
Jefferson County Indian Education, Parent Advisory Committee 
	2004 to 2010

	· Kept detailed records of all meetings, event, and activities
· Designed and implemented donation and fundraising activities
· Organized volunteers, managed teams
· Compiled monthly, quarterly, and annual statistical reports
	


Self-Employed						2000 to Continuing
The Hunny Do Crew
· Designed and created authentic Native American dance costumes
· Provided In-home health care to recovering geriatric patient
· Provided transportation to families in need
· Prepared and distributed meals for shut-ins
· Acted as change agent during sale and liquidation of a business due to owner retiring
	Community Service Work
	

	· Organized annual Holiday Donation Drive; planned events to coordinate volunteers; implemented volunteer system to best utilize human resources
· Hosted weekly Community Dinner; organized and directed preparation of meal; drafted and delivered weekly sermon; provided personal counseling sessions



