STEPHANIE NEWMAN

(970) 457-7014 or (970) 690-3841   1025 Wakerobin Lane, Fort Collins, CO 80526    stephanie_newman@live.com

Highlights of Qualifications:
· Ability to maintain confidential as a high priority
· Proficient in computers, typing, Word, Excel, Eclipse 
· Crossed trained in multiple departments

· Work well in stressful, fast paced environments
· Patient and effective with diverse personalities 
· Resourceful and informative
Professional Experience:

Clerk of Courts, Westaff, Fort Collins, Colorado  

  





2005-2006
· Interacted in extensive public contact and phone coverage as a Clerk of Courts in the Criminal Unit and Courtroom 1A. 
· Recorded case dispositions, court orders, or arrangements made for payment of court fees.

· Answered inquiries from the general public regarding judicial procedures, court appearances, trial dates, adjournments, outstanding warrants, summonses, subpoenas, witness fees, or payment of fines.

· Explained procedures or forms to parties in cases or to the general public delivering first rate customer service.
· Provided case management to Judges and Magistrates at the Larimer County Combined Courts.

· Pulled daily courtroom dockets for Judges and Magistrates using back track bar coding system.

· Processed incoming, outgoing mail to file in appropriate case or pulled case for review. 
· Issued and cancelled arrest warrants in E-clips data base, applied bond releases to cases sent out by certified mail. 
· Processed, witnessed, and signed restraining orders for victims of domestic violence.
· Reviewed and inputted information from multiple law enforcement agencies in Excel for Larimer County Courts.
· Entered infraction, traffic and misdemeanor citations information into E-clips data base to create a new case.

· Supervised and trained new temporary hire employees in case management and filling process. 
· Calculated court fines and costs per case and agency type. 
Reference Researcher, ADP Screening & Selection, Fort Collins, Colorado   




2003 
· Verified employment and education references on 1000+ clients per week.
·  Phoned previous employers, schools and dialogued with individuals in human resources and registrar’s office.
· Entered data and corrected information into computer data base.

· Electronically sent information through quality assurance to ensure completion of clients file.

Secretary/Telemarketer, Aspen Mortgage, Fort Collins, Colorado




 1999-2001

· Answered phone calls and directed calls to appropriate parties or take messages.

· Performed general office duties, ordered supplies, maintained record management systems, and performed basic bookkeeping work.
· Created advertisement mailings.

· Contacted former and perspective clientele regarding current mortgage information and refinancing options. 
· Reviewed and discussed individuals mortgage needs to ensure proper qualification.  


 

Other Work History:
Household Management, Personal Residence

Fort Collins, Colorado   



2006-Present

Housekeeper, American Inn Lodge & Suites 

Fort Collins, Colorado
  


2003-2005


Electronic Assembly, StaffMark



 Fort Collins, Colorado   



1997-2004

Education:

Associate of Applied Science Degree


     2005

 Aims Community College, Greeley, Colorado
Honored on President’s Dean List for Scholar Excellence      2005 
 Aims Community College, Greeley, Colorado
 

Sworn in Officer of the Courts by the Chief Judge    
     2006

Colorado Judicial Branch, Ft. Collins, Colorado 
Volunteer Work and References Available Upon Request
