Heather West

18479 Centennial Road

Fort Morgan, CO  80701

(970) 542-9597
· Qualifications

An innovative, efficient, and caring individual.  Strengths include reliability, good decision-making and a strong work ethic.  The ability to achieve goals, great organizational skills and a team attitude.

· Education

· Advanced English

· 3.5 College GPA

· College Junior

· Member AGS Honor Society

· Health Careers Academy


· Health Careers Representative/ Recruiter

· Skills

· Computer Applications





· Microsoft Excel

· Spreadsheet design

· Website Design

· Multi-line Phones

· Fax Machines

· Copy Machines

· Certifications

· First Aid
· Cardiopulmonary Resuscitation
· Non-Violent Crisis Management
· Volunteer History

· August 2000, Fund Collector, RAAP, Denver Colorado

· Traveled with Rape Awareness Assistance Program, helping promote community support and donations.

· March 1997, Camp Counselor, Foothill Horizon, Sonoma California

· Children’s Outdoor Education Camp, Group Leader, Responsible for 16 adolescent children, Teacher’s aide.

· Work History

· February 2001 to Current   Group Living Counselor

· Excelsior Youth Center   15001 E Oxford Ave   Aurora, CO 80014

· Welcomed new clients, visiting family members & guests.

· Prepared monthly reports & letters on clients as assigned.

· Performed standard office duties including but not limited to, filling, reception and maintaining confidential records.

· Prepared memos and reports regarding client activities, needs & functioning.

· Direct Supervision of 12 clients.

· Directed group and individual counseling, 

· Supported & implemented living unit’s policies, procedures & treatment techniques

· Crisis Management and de-escalation.

· Planned & participated in holiday, education, vocational & leisure activities. 

· Provided guidance & modeling for:



Age and socially appropriate behaviors



Appropriate social skills & interactions



Maintaining an orderly, clean & pleasant living environment



Self-care skills (nutrition, shopping, health, cooking, and hygiene).

· August 2000 to October 2000  Customer Service Representative

· University Physician INC   Glendale, CO

· Performed standard office duties including but not limited to:

Filling

Reception

Data Entry

Incoming and Outbound Calls

Insurance Verification

· August 1998 to July 2000   Head Cashier/ Office Assistant

· M&L Ace Hardware  100 E Cypress Road  Oakley, CA  94561

· Customer Relations
· Reception

· General Office Duties
· Incoming and Outbound Calls

· Accounts Payable
· Banking, Cashiering

· Computer Usage
· Shipping & Receiving

· Spreadsheet design
· Supervising a small number of employees

