Melissa Sandoval






mmsandoval303@yahoo.com

PROFESSIONAL SUMMARY

Educated professional with a strong desire to assist others to succeed at their personal goals,  keen eye for details with a good sense of “big picture” thinking, committed to a job well done, applicable knowledge of the justice system, enjoy working with a diverse population, dedicated to the local community and the citizens of it.
EDUCATION

Bachelor of Science: Major in Criminal Justice             Westwood College


           Oct. 2012

Associates of Applied Science in Criminal Justice    Pueblo Community College        Aug. 1997 to June 2000

RELEVANT COURSEWORK

Corrections


Probation/Parole 

Criminology


Criminal Law


Juvenile Justice


Private Investigations & Security Criminal Procedure

Organizational Cultures

Ethics & Public Policy



Drugs & Narcotics

Gangs



Crisis Intervention



Court Room Procedures

Criminalistics


Community Policing


Victimology


Crime Scene Investigations
SKILLS

Case management

Excellent interpersonal, phone manner and client relations

Strong analytical and organizational skills


Experienced with all Windows Operating Systems & Microsoft Office Suite

Lexis-Nexis
Negotiation
Data Entry
Outlook

Typing 50wpm

EXPERIENCE
Legal Technician A
          






           04/2005-07/2008
Jefferson County Child Support, Golden CO


· Preparing Court motions and orders

· Determining the location of “absent parents” per DMV, DOLE, Lexis Nexis,DORA, SKIP TRACING

· Answering busy multi line telephone system

· Main contact for attorney and both parties

· Negotiating client payment terms

· Responsible for preparing orders for process servers
· Walk-ins/Appointments w/clients collecting verification information(tax, income, etc)
Administrative Assistant II






           04/2005-11/2005

Allied Building Products, Denver CO
· Main receptionist and switchboard operator

· Scheduling meetings and making travel arrangements.

· Organizing office functions and events.

· Responsible for paying invoices and ordering supplies 

· Maintaining Managements filing systems.
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EXPERIENCE Con't

Teller Coordinator/Vault Teller






          07/2003- 11/2004

US Bank., Lakewood, CO

· Processing teller transactions in an efficient and friendly manner.

· Trained new employees

· Balancing utility payments and night drop deposits.

· Processing large commercial deposits. Front desk receptionist answering multi-line phone system and greeting credit union members. 

· Trained new employees

· Processed teller transactions as well as training to close the bank nightly. 

· Closing procedures included encoding all branch checks, balancing the branch vault and all financial logs.
G.E.D./ Comm. Ed & Training Dept/Admissions Department
       

          08/1998- 06/2001

Pueblo Community College, Pueblo, CO
· Coordinate G.E.D. Assessment testing

· Admissions/scheduling college courses
REFERENCES
-Mardi Houston





-Alvin Tafoya

State of CO





Jefferson Cnty
303-882-9585





303-271-4300

mardi.houston@state.co.us



atafoya@jeffco.us



-Deanna Valdez

Executive Assistant to the CEO
303-513-9858

deannav18@gmail.com
