Sara Jane Waldrip

11926 East 119th Place • Northglenn, Co 80233 
Phone - 720.275.7902
email – sara.jane89@yahoo.com



Dear hiring manager,
I am responding to a posting for Criminal Research Assistant and I believe that I would be a great fit for the position as I am highly motivated and have a passion for helping others. 
In my current position as Lead Teacher I have acquired the skills to successfully manage and complete multiple projects and deadlines. I am able to work on several assignments while maintaining a safe and efficient classroom, and I understand the importance of meeting goals and timelines while exceeding expectations. I have also had the opportunity to work both independently and as a team on these projects, and have exceeded expectations in both situations. 
During my time as a Reservation Agent at Frontier Airlines, I gained valuable insight into office operations. I mastered the company software and multiple airline databases within weeks as opposed to the expected 2 month long training course. I have always been a very fast learner and love taking on new challenges. Customer service was also a huge part of my job. I was constantly on the phone so not only did I learn appropriate phone etiquette, but I was also able to learn the phone systems and when and how to appropriately transfer phone calls. 
I am detailed oriented and have the meticulous work ethic required for the array of tasks associated with this position. I am confident that I could bring value to the position. 
Thank you for your time and consideration. I can be reached by email or phone to schedule an interview at a mutually convenient time. 
 
I look forward to hearing from you.
 
Sincerely,
Sara Waldrip





Sara Jane Waldrip
	Professional Experience

	
	April 2013 – Present	A Child’s Touch Preschool
Early Childhood Teacher
Oversees and multitasks various projects. responsibilities, and a busy classroom in a timely manner. 
Creates and adapts lesson plans to follow curriculum guidelines and stay in line with children’s interests.
Collaborates with other teachers on lesson plans and classroom guidance strategies to maintain an efficient classroom and effective team.
Manages classroom to run smoothly and adhere to state and health licensing regulations.
Professionally communicates individualized progress, concerns, and daily activities with parents and children on a daily basis.
September 2010 – March 2011	The Children’s Place Preschool
Teacher Aide	
Assisted head teachers with executing lesson plans, and daily classroom learning.
Helped with daily management of classroom responsibilities.
November 2008 – May 2010	A Child’s Touch Preschool
Teacher Assistant
Created and followed age appropriate lesson plans.
· Planned and maintained a safe and encouraging classroom.

	
	June 2007 – November 2008	Frontier Airlines
Reservation Agent
· Provided quality customer service through the company phone systems and transferred calls appropriately.
· Demonstrated quick learning abilities and technical acumen by mastering company software and databases.
· Used intercompany email systems, and Microsoft products to communicate with management and customers.
· Assisted customers to find airline services to fit their needs. Diffused upset customers and trouble shot customer problems and complaints.

	
	

	Education

	
	August 2010 – Present         Multimedia Technology	Front Range Community College

	
	August 2003 – June 2007     General Education	Northglenn High School

	Certifications 

	
	Early Childhood Teacher Qualified 
Medication Administration Certified
First Aid/CPR Certified
Universal Precautions Certified

	
	



