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PROFESSIONAL WORK EXPERIENCE

Police Operations Support Technician							April 2017- Present
City of Greenwood Village								Greenwood Village, CO
· Customer Service provided from the front desk, phone and computer.  Deliver mail.
· Process accident report requests
· Scan documents into records management system
· Schedule police Ride Alongs, TIPS class, Defensive Driving class, AARP classes
· Quality assurance audits of the Records Management System and Brazos
· Provide fingerprinting services, background checks, parking permits, cash processing and deposits
· Process Impound Vehicles and maintain file and entries into RMS 


Accreditation Tech									July 2015- April 2017
Jefferson County Sheriff									Golden, CO
· Manage ACA [Corrections] Accreditation for the Jefferson County Sheriff’s jail.
· Prepared electronic on line Assessment through Power DMS
· Provide proof of regulatory federal, state and departmental compliance of ACA standards


Executive Assistant									May 2013-November 2014
Office of the City Manager								Sunrise, FL
· Managed day-to-day office operations, including all budget, financial, personnel, and travel and scheduling issues.
· Provided direct administrative support to the City Manager and the Assistant City Manager, including managing a complex and demanding schedule/calendar.
· Provided support to the City Manager/Assistant City Manager through handling both routine and significant, complex matters requiring the application of considerable independent judgment.
· Served as liaison between the Office of the City Manager and internal/external stakeholders, including situations of a confidential and/or sensitive nature.
· Reviewed, processed and responded as needed to incoming correspondence and routed to proper officials.
· Supervised junior Executive Assistant, Special Projects Coordinator and office interns.
· Prepared weekly and monthly reports to track public inquiries and follow up.
· Researched a variety of subjects at the direction of the City Manager and prepared reports.


Grants Administrator									October 2012-April 2013
College of William & Mary Virginia Institute of Marine Science				Williamsburg, VA
· Researched and identified new grant opportunities to pursue.
· Prepared and submitted budget proposals and official/governmental proposals and documents.
· Monitored grants to verify regulatory compliance [federal, state, institutional and award specific guidelines].
· Ensured proper stewardship of financial resources by monitoring and managing Sponsored Program accounts.


Accreditation & Office Manager								August 2005-December 2012
College of William & Mary Police Department						Williamsburg, VA
· Managed day-to-day office operations, including financial matters to include procurement, AP/AR, PO’s and invoices.
· Responsible for the management, files and auditing of the department budget.
· Established and managed financial and confidential records through databases.
· Coordinated travel, training and conference logistics.
· Directed and managed files for local, state and federal compliance with the Virginia Department of Criminal Justice Services and Virginia Law Enforcement Accreditation standards.  Responsible for record retention per state regulations.
· Developed a complex Excel Tracking Report for the Chief for standards compliance which subsequently is used by many Virginia Police Law Enforcement Agencies.  
· Coordinated/ scheduled/participated in interviews, processed HR forms and background checks for department positions.
· Researched grants and assisted in application and records management of grants.
· Processed and maintained confidential files for Virginia Uniform Traffic Summons and master arrest files.


EDUCATION, CERTIFICATES & TRAINING

Associate of Applied Science Liberal Arts – Tompkins Cortland Community College, Dryden, NY/Certificate of Criminal Justice – Tompkins Cortland Community College, Dryden, NY/North High School – Binghamton, NY
Records Management System, CJIS & Brazos – Greenwood Village, CO 2017
Colorado Notary – Greenwood Village, CO 2017
Project Management Essentials Course – Jefferson County, CO 2016
CALEA Accreditation Training Courses – Colorado Springs, CO 2015
Tiburon RMS/JD Edwards/Power DMS – Jefferson County, Colorado 2015
Navaline, Optiview, Muni Code & Muni Agenda – 2013/2014
Commonwealth of Virginia Notary – expired November 2013
NIMS Certification-Homeland Security – Courses 100, 200, 700 & 800
US Department of Homeland Security -Managing Critical Incidents for Higher Education - 2011
Commonwealth of Virginia Law Enforcement Accreditation Assessor & Manager Certifications – 2006 & 2007
NCIC/VCIN Certified – College of William & Mary Police 2005/Dispatch Training – College of William & Mary Police 2005
Banner Finance Training – College Of William & Mary 2004-2005
eVA State of Virginia Procurement Training – College of William & Mary 2004
Dreamweaver Webpage Design Training – College of William & Mary 2004


COMPUTER SKILLS
Word, Word Perfect, Excel, Access, PowerPoint, Outlook, Home Site, Dreamweaver, IBR, Banner, eVA Procurement, Discover Finance, Banner Finance, Digital State & Federal Contracts, Adobe, Navaline, Optiview, Muni Agenda & Muni Code, Power DMS, Tiburon RMS, JD Edwards.

REFERENCES

· John Jackson, City Manager, Greenwood Village, CO  80111, 303-944-5572,  jjackson@greenwoodvilllage.com
· Alan J. Cohen, Former City Manager of Sunrise, FL & Former Mayor of Ithaca, NY, 607-279-7725, cohen@lightlink.com	
· Julie Conley Holcomb, City Clerk Ithaca, NY, 607-279-7189, slainte1463@yahoo.com or julieh@cityofithaca.org	
· Lt. Erica Silva-Carl, William & Mary Police,  757-527-0027, ecsilva77@gmail.com          
