Sharon Kimbrough

12625 Albrook Dr. Unit 4902, Denver, Colorado 80239

kimbrough.sharon@yahoo.com

(303)884-1342

04/12/2013

Dear, Human Resources Department
I'm writing to apply for the Accessibility Services Specialist position with the Community College of Aurora. I am confident that my skills are well-aligned with the role, and that I would be an excellent fit for your organization.
My background of over 25 years of experience providing individuals and families with quality supports and services would make me a valuable asset to your Agency. I also have excellent team skills assisting teams to become self-directed. I have always had careers in helping people improve their lives. I have learned a great deal and achieved a number of goals and believe your company will help to enhance my skills.

I also have over 25 years of experience in help individuals with disabilities live a safe, happy, independent and healthy life. I have experienced researching data whether it is on the internet or phone to find resources to help individuals become as independent as possible. I am passionate about the work I do; I have excellent organization skills, experienced in assessing individual’s needs and abilities to help them set goals for their lives. I work closely with the client and other entities of the person’s life to help come up with quality goals. I have tracked the progress of the goals to ensure there is progress, documenting on a monthly basis (changes and progress). I pay attention to detail to ensure quality of work, and I am a good problem-solver. In all my past positions I have always strived for excellence and improvement in my work.

I have excellent work ethic, I am motivated, dependable, flexible, adapt to changes and task-oriented. While working at one company, I worked closely with community agencies. I was responsible for facilitating staff meetings on a monthly basis, as well as teaching training classes for clients and employees. I am always willing to help where needed. I always make sure the goals and objective of any position held are completed in a timely manner. I strive for improvement and excellence within myself and others. I have worked in positions where I needed to think outside the box to help with decision-making.
I believe my experiences and track record make me an excellent fit for this opportunity. I look forward to hearing from you. Please feel free to contact me via phone or email at a time of your convenience to discuss the Accessibility Services Specialist position.
Thank you for this opportunity.
Sincerely
Sharon Kimbrough


Sharon Kimbrough
(303) 884-1342

kimbrough.sharon@yahoo.com         

Profile

· More than 30 years successful experience in customer service and delivery of services to people with disabilities, senior citizens, young adults and children
· Recognized strengths in problem-solving and trouble-shooting  with staff issues

· Planned/implemented proactive procedures and systems to avoid problems, 
· Supervised more than 130 employees
· Dependable, reliable, organized skills, flexible, fast learner, and willing to learn new skills to enhance skills
· Excellent working knowledge using Microsoft Excel, Word Perfect, and Microsoft Word

· Ability to train, motivate, and supervise employees in a team environment 

· Develop, plan, and maintain/update accurate records
· Hire and train new employees
Synopsis of Achievements
· Maintained employee turnover rate  at 4% or lower annually for the past 5 years
· Presented The Governor of Kansas Kathleen Sebelius, Moving Mountains award in 2005 
· Received employee of the month after three months of employment

· Received reward for being one of the top efficient job performers 

· Promoted three times within two agencies
· Created customer satisfaction survey, drastically reducing potential problems

· Volunteer at Elementary School doing a variety of jobs

Employment 

Smith Agency, Inc. Serenity Aurora, Co                                                                                    Dec. 2011 - June 2012   
Integrated Activities Counselor

· Worked with 26+ clients with mental and or physical disabilities in the day program

· Provided daily living supports throughout the day (toileting, assist in preparing food, feeding, giving medications as prescribed)
· Taking the clients to activities in the community (bowling, movies, picnics at the park, out to grocery shop, pick up donated food items from restaurants, delivering donated food to homes)
· Quickly and efficiently solved client challenges

· Documented accurately and daily on confidential records
· Consistently looked for new ways to improve client care
Colorado Department of Public Health and Environment Denver, Co                                    Feb.2010 – Dec. 2010
Medical Records Technician II

· Counted, and scanned all certified mail using Neotrak system for certified receipt

· Opened mail and evaluated forms  
· Entered data and checked whether application was approved or denied

· Responded to discrepancies by mail 
· Instructed clients of the type of supporting documents that were needed to complete application

· Prepared and issued rejection letters, returned incomplete documents to applicants including necessary forms required, enter rejected application into COVIS along with reason for rejection, and tabulate number of approved and rejected applicants daily, reporting to supervisor and entering in daily totals
· Entered check fee or money order in person’s account if application was approved 
· Verified weekly the licensure and DEA status for each physician recommending patients to the MMR program

· Utilize the Department of Regulatory Agencies website to verify status by name or licensure

Individual Supports Systems Inc. Topeka, Ks                                                                             Feb. 2007 – Oct 2008      

Director of Supports & Services

· Reviewed paperwork of Program Coordinators (activity schedules, guardian letters, time cards, 90 day reviews, and Annual Support Plans)
· Participated in planning projects to improve agency procedures

· Provided guidance and help in decision-making to Program Coordinators

· Facilitated meetings for the Program Coordinators, agency and outside the agencies
· Covered in the absence of the CEO and the CFO.

· Assisted two apprentices in completing the second half of their apprenticeship program
· Certified CPR trainer 
· Provided a combination of web-based and classroom training to new employees as well as existing employees ensuring they were current in all required training by the agency and state regulations
· Maintained confidentiality of personnel files 
· Supervised two Program Coordinators
· Planned, organized, developed, implemented, and coordinated supports for persons served.
Director of Human Resources & Staff Development                                           April 2003 –Jan 2007
· Recruited new employees, screened applications, hiring , and drug screen potential applicants

· Revised position descriptions

· Revised employee packets for new employees

· Managed staff schedules

· Writing and proof-reading counseling statements, assisting in writing guardian letters and providing training on the evaluation process.
· Responsible for personnel issues (keeping personnel information confidential, and determining level of disciplinary action for staff).

· Determined staff placement when duties are limited due to medical or work related injuries, based in accordance with state and agency regulations and policies.

· Participated as a mentor and coach for staff 
· Investigated potential allegations against employees

Program Coordinator                                                                                               Feb 1998 – March 2003
· Supervised several homes of persons served, ensuring cleanliness, safety and staff are providing quality supports
· Ensure adequate staffing in the homes for people supported

· Set up staff team meetings on a weekly basis

· Wrote work schedules of staff and daily schedules of people supported for staff to implement
· Wrote checks for people supported to pay bills, grocery shop, personal shop, activities

· Ensured sure checkbooks balance and monthly statement completed of all transactions and sent out to guardians

· On call 24 hours seven days in case of emergencies

· Phoned and wrote guardians of individuals served monthly
· Worked with outside entities ensuring supports of people served are consistent across all entities

· Ensure staff has all needed material to complete their job

· Visited homes of individuals served making sure staff providing supports as listed in their Annual Support Plans   

Education and Training

Washburn University Topeka, Ks, in Human Services 2 years, 60 credit hours

Everest University Colorado, Springs, in Business Administration – 64 credit hours, graduate in 10/2013 with AA.

Society for Human Resource Management Certificate (SHRM) 2004  
