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Career Summary
[bookmark: _GoBack]	 Searching for an occupation with an organization that has clearly defined, organized written policies and Mission Statement.  Hoping for a structured environment with a quiet atmosphere where working independently is a premium and clearly defined directives are the norms.
        Reviewed, Advised and Processed case referrals for programs accessing appropriateness for Higher Education and federally funded Community Resources.  Instructed and Designed curriculum private college and school; Consulted for public schools and public education programs.  Conducted and scheduled meetings; prepared reports; written policies, related documents and correspondence.  Intermediate Computer Skills; Working knowledge of WordPerfect; Spreadsheets; PowerPoint and Excel. Also performed other office related endeavored standards and practices as required (including and not limited to) - Administrative, Confidentiality, Compliance, Intercessor and Concierge.

Education: 
Metropolitan State College of Denver; B.A. Psychology
     
Lyric Saint James Foundation 2010-Present
Duties: Cleaning Including and not limited to: Windows, Floors, Baseboards, Sweeping, Tub, Sinks, Dishes, and Clothing.

Metropolitan State College of Denver (Advisor) 1993-1994
Advised students concerning Academics, scheduling classes, grants, scholarships and tutoring resources.  Provided Financial Aid information and job opportunities on campus. Filing, typing and answering phones.
	
Phillips Colleges of Denver (Financial Aid Officer) 1995-1996
Advised students concerning Title IV Funding. Balanced Lockbox.  Packaged students for Financial Aid along with filing, typing and answering phones.

Rhodes Colleges (Adjunct Faculty) 1996-1997
Designed curriculum for Psy 101 class. Provided a letter grade and instruction.

Leadership and Involvement
Lyric Saint James Foundation
Denver Diggs Trees
Breaking the Glass Ceiling
     
 **Remedial Spanish / all dates are around and about 



