Michelle L. Trejo
5355 W 66th Ave Unit E   Arvada, CO 80003
(720)215-0552 michelletrejo@ymail.com
Professional Summary
Dedicated Manager demonstrating effective leadership in all aspects of job responsibilities. Committed to ongoing process improvement in a market that is continuously changing. Excel at cutting costs and streamlining operations.  Extremely result orientated and proactive in addressing and resolving problems. 
Core Competencies

	· Internal & External Auditing
	· Budgeting and Finance
	· Project Management

	· Quality Control
	· Reporting & Analysis
	· Policy & Procedure Administration


Professional Experience

Goodwill Industries of Colorado
                      2011 - Current

Aurora, CO

Case Manager

· Conduct competency-based, interactive interviews to identify client needs.

· Identify and address client barriers to self-sufficiency such as substance abuse and educational deficiencies.

· Direct client services with an emphasis on reducing dependency on public assistance and increasing client self-sufficiency

· Set goals with clients related to employment and financial planning and work with them to track progress.

· Refer clients to appropriate team members, community agencies and organizations to meet treatment needs.

· Cultivate relationships with potential employers and with referral agencies.

· Develop and implement a variety of innovative policies and strategies to promote client self-sufficiency.

· Streamline and improve program operation processes by preparing monthly reports, weekly budgets auditing materials and discharge assessments showing participation and compliance statistics.

Arapahoe House  
                           2010 - 2011
Commerce City, CO

Detox Supervisor
· Screened offender referrals and completed intake interview and paperwork.

· Determined appropriate supervision levels by conducting risk and needs assessments.

· Initiated crisis intervention by following official crisis communication plans and training.

· Collaborated with institutional staff, area law enforcement, mental health boards, county attorneys and treatment providers.
· Wrote reports and case summaries and compiled work records, including required statistics.

· Prepared ledgers, intake analysis reports, cash expenditures and shift reports.

Hudson Correctional Facility  
                           2009 - 2010

Hudson, CO

Case Manager

· Supervised offenders to reduce risk to the community.

· Screened offender referrals and completed intake interviews and paperwork.

· Determined appropriate supervision levels by conducting risk and needs assessments.

· Maintained organized inmate records and documentation in compliance with department and legal standards.

· Wrote pre-sentence and post-sentence investigation and court reports.

· Processed accounts payable, entered financial data into the company accounting database to be verified and reconciled.

· Assumed unit manager responsibilities and assisted with overall direction and administration of housing unit when requested.
· Participated on strategic planning committee regarding policy changes and budgetary matters.  

Correctional Management Incorporated at Fox Street 
                                       2009 

Denver, CO

Case Manager

· Maintained overall responsibility for record maintenance, receiving and discharge operations for transitional, diversion and parole residents.
· Identified risk and resiliency factors within the individual resident, peer group, family and community and developed strategies for intervention.
· Developed rehabilitation plans that fit clients’ aptitudes, education levels, physical abilities and career goals.
· Arranged for post release services such as employment, housing, counseling, education and social activities. 
· Prepared extensive project databases, tables, graphs, fact sheets and written reports summarizing research results. 
Denver Children’s Home 
                           2008 – 2009

Denver, CO

Offender Re-Entry Supervisor

· Overseen daily operations for probation staff and clientele.
· Developed and implemented policies and procedures.

· Analyzed contract performance for bids, budgets and forecasts.

· Established project control procedures such as project forecasts and cash flow projections.

· Reduced average contract expenses by 38% through aggressive negotiations with vendors.

· Collaborated with community partners and program therapist to achieve successful discharge of participant.
Denver Human Services 
                           1997 – 2008

Denver, CO

Manager

· Performed all supervisory functions over subordinates; scheduling, monitoring, evaluation, mediation and disciplinary actions.

· Created an analytical framework for identifying and developing financial growth opportunities.

· Proposed and achieved cost savings by reducing product return rates.

· Analyzed contract performance for bids, budgets and forecasts.

· Conducted ongoing reviews of all program financial systems to achieve seamless provider based process.

· Monitored and audited sub-contractors to ensure compliance.

· Prepared quarterly publications for vendors, conducted employment related orientations and trainings to public agencies and staff.  
· Served on community and department advisory boards.  

EDUCATION

Business Administration, (Current)

University of Phoenix – Westminster, CO

Concentration in Criminal Justice, (2008)

Colorado Technical University – Colorado Springs, CO

Professional Certificate in Homeland Security, (2008)

Professional Certificate in Corrections Technician, (2008)

Colorado Technical University – Colorado Springs, CO

Bachelor of Arts in Psychology, (2006)

Redding University – Redding, CA

Concentration in Human Services, (1993)

Community College of Denver – Denver, CO 
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