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[bookmark: _GoBack]Rebeca Loera
Objective	To obtain a position that will enable me to use my organizational skills, educational background, and ability to work well with people.  
Professional	2007-2010        RMOMS         Westminster, CO
Experience	Case Manager II	
· Supervised a caseload of adult probationers.
· Provided referrals to community resources.
· Composed Summons and warrants to the Court.
· Conducted investigations and provided recommendations for sentencing to the Court.
· Used sanctions and incentives to motivate and manage the offender’s probation period.
· Completed assessments to ensure they are monitored properly.
· Formulated case plans with the offender to establish pro-social behavior.  
· Provided bilingual case management and customer service.
· Monitored sobriety testing.
· Attended meetings and trainings.
· Maintained current and accurate records.
· Collected monthly supervision fees.

	2003-2007        PSA Healthcare         Denver, CO
	Patient Care Coordinator
· Ensured back-up telephone coverage for receptionist.
· Ensured intake back-up when needed.
· Maintained patient information and make appropriate changes when needed.
· Maintained QI Infection/Incident log and take minutes at monthly meetings.
· Verified and re-authorize all insurances except Medicaid and Medicare.
· Responsible for all discontinuation of services in Encore and Access.
· Responsible for notifying Physicians for discontinuations against medical advice.
· Maintained daily discontinuation log and distribute weekly.
· Maintained credit card log for purchases and send information to corporate for billing.
· Responsible for mailing Convert to Purchase letters. 
· Provided Bilingual customer service as needed.
	
	

	

	
	1999-2002        Black Creek Capital          Denver, CO
	Receptionist
· Answered phones and greeted clients.
· Distributed incoming mail and faxes.
· Prepared invoices for Mexico accounts.
· Made calls to clients in Mexico seeking collection of rental fees.
· Helped prepare books of company information for clients.
· Responsible for ordering supplies.
· Maintained and scheduled conference rooms for meetings.
· Coordinated courier services and calls for packages.
· Made financial deposits at local banks.  

	1998-1999        Law Office of Yvonne Azar         Denver, CO
	Legal Secretary
· Answered phones and greeted clients.
· Provided dictation service as needed.
· Scheduled meetings or interviews with clients and insurance adjusters.
· Helped maintain a tickler system.
· Distributed incoming mail and faxes.
· Helped maintain client‘s file.
· Made calls to doctor and chiropractor offices for patient notes.  
· Maintained Quicken and drafter checks.
· Provided bilingual translation when needed. 

Education		2009        Colorado Technical University    Greenwood Village, CO
Master of Science in Management with a concentration in Criminal Justice

	2007        University of Phoenix         Westminster, CO
Bachelor of Science in Criminal Justice

Languages	Fluent in Spanish - speak, read and write
Volunteer 	CASA of  Adams & Broomfield Counties - 2007
Experience
	 
References	Available upon request.




References: 

Jessica Mazzuca
4175 County Road K
Wiggins, CO 80654
970-380-9187

Angie Rodriguez
9408 W. 89th Circle
Westminster CO 80021
303-815-3058

Kim Swanburg
4885 E. 117th Dr.
Thornton, CO 80233
303-525-1868

Sheila Mercado
9740 Westcliff Pkwy, #623
Westminster, CO 80021
720-985-1240

Monica Santana-Ricalday
4210 E. 100th Ave., Lot 494
Thornton, CO 80229
970-234-1898




























