Resume

Judy Ann Martinez
9608 Humboldt Street Thornton, Colorado 80229

MOB: 720 394-3751 Home 303 255-3603

Email: judy.martinez03@yahoo.com

OBJECTIVE 

To secure a career as a in a reputed organization, which appreciates professional approach and hard work, where I can utilize my knowledge, various skills & experience in contribution towards fulfilling the company’s growth objectives, develop my career and excel in the related field. 

CAREER HISTORY 

Current Employer:  Adams 12 Five Star Schools

Position:  Bridge Coordinator/Computer Technician  

Period of Service: November 2003-Present

Assignments:  Proficient in LAN, WAN, and network installation, monitor, and programming. Able to repair, install, upgrade, and maintain desktop and notebook computers as well as printers and scanners. Extensive knowledge of technology terms and developments. Exceptional customer service skills, account management, follow up, and sales. Excellent written and verbal communication skills. Ability to instruct users with computer and presentation skills. Ability to write engaging technical documents to assist users in software usage. Develop Alternative to Expulsion program for middle and high school At Risk Students. Including attendance, discipline, assessment and affective education. Collect, retrieve and analyze student achievement and behavioral date for the purpose of determining students not at grade level in reading writing and math. Identify barriers to learning and develop a plan to remove the barriers and to close achievement gap. 

Employer:  Cross Connection
Position:  Administrative Assistant 

Period of Service:  January 1981 to January 2003

         Assignments:  Plan and coordinate corporate luncheons, and develop presentations for related on-site and off-site meetings. Organize the details of special events, travel arrangements, corporate agendas and itineraries. Direct business relations and distribution of company literature to stimulate client interest and sales leads. Manage capital purchases, direct vendor relations, generate and maintain equipment tracking records. Process monthly expense reports reflecting supporting documents and budget code indexes. Operate desktop computer to compose and edit correspondence and memoranda from dictation, verbal direction and from knowledge of policies of established departments/divisions; prepare, transcribe, compose, type, edit and distribute agendas and minutes of numerous meetings. Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors, which also include travel and lodging arrangements. Set up, dates and maintains resident files 
 Maintains records of all admissions and reasons for denials Responsible for entering new admission on census. Entering invoices into a G/L system, running billing/rent statements. Excellent computer skills including advanced knowledge of Microsoft Office programs. Skills include follow through on projects, prioritizing, multi-tasking, outstanding customer service, interpersonal skills and the ability to maintain confidentiality. Patient records by preparing them for scanning and microfilming. AP/AR, collections and payroll Data Entry of various reports, documents.
 

Education: Central High School Pueblo, Colorado

                    University of Southern Colorado  Pueblo, Colorado
