SHALENE L MCCOY
3040 Sunburst Point

Dacono, Colorado 80514

720-318-3795 smccoy3028@aol.com
SUMMARY OF QUALIFICATIONS

Extremely responsible with the ability to process information quickly and efficiently concerning information relayed to the public

-Service

-Resourceful
-Customer Service

-Teamwork

-Interpersonal Skills
-Detail Oriented

-Self Manage

-Service Oriented
-Multi-Task

SKILLS

-Microsoft Office Suites
-Neogov

-PeopleSoft
-OnBase/Compass

PROFESSIONAL EXPERIENCE

Income Technician 
Weld County Department of Human Services

· Process applications for food and medical assistance.  Knowledge of federal, state and local laws concerning programs.  Excellent customer service.  
· Very resourceful when helping the public with any questions or concerns they may have.

· Detail oriented when processing applications.

Legal Technician I
Boulder County Sheriff’s Department

· Ability to self manage and prioritize legal cases needing to be processed for court hearings.

· Capable of multi-tasking saving time and assisting other team members.

· Excellent interpersonal skills with fellow coworkers.  

· Very detail oriented due to the nature of the work involved.  

Front Office Manager

COHBI Clinic

· Manage front office staff.
· Assist client companies with any contracts, questions or concerns.  

· Excellent use of resources within the community to assistant patients with medical care. 

· Service oriented making sure that any problems that arose with patients was dealt with immediately and a resolution was obtained.

· Always making sure that the service provided to patients was professional and reflected the clinic’s superior care.  

AWARDS/HONORS
· “There are many great employees at the Sheriff’s Office, and Shalene is a stellar example.  I would like to take this opportunity to recognize Shalene for her availability, discretion, dependability, and diligence as she worked on a project.” (Written comment in Commendation by a sergeant that I worked extensively).
· Certificate of Commendation for assistance during the Fourmile Canyon Fire in Boulder County, Colorado.  
· “Overall, Shalene demonstrates many exemplary traits making her an asset to any organization.” (Written comment in a reference letter by the victim assistance coordinator whom I worked with extensively.)
EDUCATION
Associates Degree

Front Range Community College

Longmont, Colorado

Bachelor’s Degree – Not completed
Metropolitan College

Denver, Colorado

General Studies

Aims Community College

Greeley, Colorado 80631

CERTIFICATIONS/MEMBERSHIPS

Department of Public Safety – Colorado Bureau of Investigation.

Certificate for course study on “Dealing Effectively With The Public.”
Certificate for course study on “Time Management: How To Work Smarter.”
