Crystal Talamantes

8188 Brighton Road

Commerce City, Co 80022

720-317-5158
Email: Boogarfield@msn.com
Objective: Achieve success in my place of employment, while establishing long-term meaningful relationships. 
Job History: 

Adams County Head Start
Supervisor: Nicole Kinney
Employment Dates: March 2012 to August 2012
Position Title: Temporary Health and Family Services Assistant
Phone: 303-286-4139
Duties: Answer telephone, screen office & telephone calls &redirect as required, wait on general public, provide info on departmental and county policies and procedures as required. Data entry & running reports as requested. Conduct program audits & first aid checklists at all centers. Participates in  monitoring & tracking of necessary documentation. Prepare accurate, clear and concise reports. Type, word process and proofread a variety of documents including general correspondence, meeting minutes, agendas, reports, and memoranda from rough draft, recordings, or verbal instruction. General clerical work. Assist in department operations; perform special projects and assignments as requested. Performs other related duties and responsibilities as required.
Reason for leaving: Temporary Grant Funded Position
Adams County Justice Center

Supervisor: Sharon Severance

Employment Dates: June 2010-May 2011

Phone: 303-654-3310

Duties: Provides highly complex case processing & coordination of judicial activities in the Clerks office for County Court.Process, manage, sort, enter, and deliver correspondence in paper cases. Process, assign and manage new cases electronic and paper cases. Process & issue garnishments. Process & manage case load for pleadings, Provide excellent customer skills at the Counter while assisting the customers with new case filings etc, other duties as assigned. Experience with File & Serve, Most Microsoft programs, LexisNexis, & Eclipse.   
Douglas County Justice Center

Supervisor: Cheryl Layne

Employment Dates: March 2010 - June 2010

Position Title: Court Judicial Intern 

Phone: 303-663-7200

Duties: file maintenance, answering phones, entering case data, file management, mail, customer service, front counter, file uploading, record retrieval, record retention, civil and criminal procedure intake, and other duties as assigned.  
Adams County School District 27J

Supervisor: Tonia Martinez - Sub Coordinator

Employment Dates: January 2009 to June 2010
Position Title: Substitute Teacher

Phone: 303-655-2919

Duties: Take over teacher responsibilities; district wide. 

Law Office of Doug Romero

Supervisor: Sara Amaro  
Employment Dates: August 2008 to January 2009

Position Title: Entry-Level Bilingual Paralegal

Phone: 303-934-7500

Duties: Drafted motions, sent out correspondence, handled client intake, interpreted documents and attorney meetings, scheduled appointments, answered phone calls, made jail visits, prepared client files, helped manage calendar, assisted with billing, any other duties assigned.        

Adams County School District 27J

Supervisor: Mary Good - Sub Coordinator

Employment Dates: August 2007 to May 2008

Position Title: Substitute Teacher

Phone: 303-655-2919
Duties: Take over teacher responsibilities; district wide. 

Metz Elementary 

Supervisor: Shannon Willy

Employment Dates: August 2006 to May 2007

Position Title: Instructional Assistant

Phone: 303-428-1884

Duties: Conducted small group lessons with specific learning objectives provided by the classroom teachers. Conducted standardized tests to students. Translated documents. Assisted ELL teachers anywhere else needed. 

Education: 

High School: Brighton High School, Brighton, Co 80601

Date of Graduation: May 2003

College:  Metropolitan State College of Denver, Graduated: August 4, 2007

Total Semester Hours: 120        GPA: 3.5

Degree Received: Bachelors of Science in Criminal Justice & Criminology

Skills:

Self- Directed

Highly Motivated

Bilingual: Spanish Proficient: read, write & speak

Typing skills: 35 wpm
Professional Reference:

Diana Smith




Maria Soria
Health Specialist



Paralegal



 720-480-0392




720-205-3097
Safia Elfituri

Health & Family Services Assistant
303-506-5564
