VIANETH I CARRILLO CERVANTES 
Denver, CO | vianethcervantes@hotmail.com | 970-393-2676


SUMMARY 
I am a motivated, optimistic leader that is bilingual in English and Spanish. I have a deep experience in client support, project management, and bookkeeping. My data management, communication, and problem-solving skills are highly developed. Moreover, I am a quick learning that works well in all business environments. 

EXPERIENCE 
MJ Masonry and Stucco 								                                 Dillon, CO
     Office Coordinator / February 2019 – Current 
· Managed company QuickBooks: completed insurance audits, managed employees’ time sheets, processed payroll, managed reports, filed 1099 and W2
· Document management 
Summit Advocates for Victims of Assault 						                                  Dillon, CO
     Legal Program Coordinator / September 2021 – June 2022 
· Managed a budget with the Justice for Victims Project that provided survivors of domestic violence, sexual assault, and human trafficking with legal representation. 
· Helped clients navigate the civil and criminal court systems; assisted clients with filling out paperwork associated with divorce, child custody, and protection orders. 
     Housing Program Coordinator / February 2020 – September 2021  
· Conducted housing program intake assessments and administers housing programming including emergency shelter, non-congregate and transitional housing, and rent assistance
· Maintained an average caseload of 20 active clients and provides advocacy including crisis intervention, housing search, the rental application process, budgeting, and referrals
     Victim Services Navigator / March 2019 – February 2021 
· Provided survivor-defined and trauma-informed advocacy for survivors of domestic violence in both English and Spanish. 
· Coordinated services with civil/criminal justice systems, domestic violence shelters, mental health, human services, children’s programs, etc. 
· Coordinated various aspects of basic needs: financial assistance, counseling scholarships, and other resources available to survivors. Maintained proper case management.
The Log Doctor, LLC 									                                  Dillon, CO
     Construction Administrative Assistance / July 2017- March 2019 
· Closed job contracts, maintained staff scheduling, managed administrative and account support, managed the company’s project calendar. 
Wells Fargo Bank 									                                  Dillon, CO
     Lead Teller / March 2015-October 2017 
· Supervised a staff of [how many] tellers. Assisted tellers with complex transactions, approved exception transitions, coached tellers on customer services, and having personal sales. 

EDUCATION 
· Aviation School, “Escuela de Aviacion Mexico”, Mexico City, Mexico 
· High School Diploma, “Bachillerato Altavista,” Chihuahua, Mexico. 
 
