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	Objectives

To use the skills, education and experiences I have obtained to be a positive influence on my community, my family and myself.

Education

· Ferndale Union High School (Graduated 1980)
HS Diploma
· College of the Redwoods (Transferred units to Ashford University)
Sociology
· Ashford University Online 
Applied Behavioral Science

Experience

Supervisor (January 2012 – May 2013)
NEW DIRECTIONS (Eureka, CA)
Worked directly with local homeless and local businesses to address their needs and improve community relations. Supervised crews performing basic landscaping, trash collections, grounds keeping and various odd jobs. Job skills coach.

Case Worker/Administrative Director (February 2010 – December 2011)
NORTH COAST RESOURCE CENTER (Arcata, CA)
Worked with Case Manager assisting homeless individuals and families in Life Skills and personal development. Directed a “back to basics” program and coordinated and ran the day to day activities of the Center.  

Temporary Assignment/On Call (August 2007 – September 2009)
VOLT WORKFORCE SOLUTIONS (Denver, CO)
Temporary warehouse and related assignments involving shipping, receiving, stocking, picking, packing, inventory, reports, computer data adjustment and tracking, administration and clerical.

Warehouse Specialist (July 2006 – July 2007)
INQUISICORP/SONLIGHT CURRICULUM, LTD (Littleton, CO)
Unload freight, stock shelves, pull orders, box and prepare orders for shipping; handling of returns including product inspection and disposition of product. Team Leader; New Employee Trainer and Video Producer; unofficial Safety Supervisor; Certified Power Truck Operator.



Administrative Assistant (July 2003 – April 2005)
MADSEN REAL ESTATE (Eureka, CA)
Compile data on potential tenants; prepare rental packets; maintain accurate records for several checking accounts; payroll for 6 employees; clerical duties including but not limited to multi-line phones; operation and maintenance of computers and other office equipment; filing; report creation and presentation; message taking; direct contact with clients/customers and management; cash handling.
 (
**
in association with
**
)

Legal Secretary (September 2000 – March 2005)
LARRY S. MYERS, ATTORNEY AT LAW (Eureka, CA)
Conduct confidential interviews; answer inquiries and give appropriate legal information; prepare legal documents, memos and photocopies; payroll, AP/AR and budget oversight; clerical duties including but not limited to multi-line phones; operation and maintenance of computers and other office equipment; filing; report creation and presentation; message taking; direct contact with clients/customers and management; cash handling.

Skills
· MS Office
· Office Assistant/Manager, Legal Secretary, Program Director
· Retail Sales, Customer Service
· Shipping and Receiving, Warehouse, Forklift

Additional Information
Volunteer:
· Maintenance and Cleaning Director for Denver Community Church
· Receiving and Freight for Act II Ministries and Food Bank of the Rockies
· North Coast Resource Center Volunteer Coordinator 

Reverences
	Kristen Tripp
Volt Workforce Solutions
1801 Broadway Ste 480
Denver, Co 80202
303-420-3016
	John Gettings
Denver Community Church 
1101 S Washington St
Denver, CO 80210
303-777-1102
	Eric Doerner
NAPA Auto 
1527 D St #B
Eureka, CA 95501
707-268-5527
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