


 

 

Specialized Trainings 

• Mental Health First Aid 

Training 

Adult MHFA - 2nd Edition - 7.5 hr 

eligible CEUs 

April 2022 

Denver, CO 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Mile High United Way- Community Resource Specialist, 2-1-1 SNAP 
Denver, CO  

 11/2021- 08/2022 

• Supplemental Nutrition Assistance Program (SNAP) Outreach Partner. 

• Outreach and inbound support to clients needing to access Food 

Security. 

• Customer service, relationship and rapport-building and trauma 

informed responses. 

• Sales Force Data Entry and Profile generation. 

• Provide resources for underserved marginalized communities. 

• Lead DEI Committee Meetings as Co-Chair. 

• Manage Zoom and Microsoft Teams meetings as Lead/ Scribe. 

 

Mile High United Way- Community Resource Specialist 

Denver, CO  

08/2021 – 11/2021 

• Maintained 2-1-1 Database within Sales Force. 

• Outreach to agencies in database that provide services to community. 

• Customer service, relationship, and rapport-building with various 

types of incorporations in private and nonprofit sectors. 

• Inspected and proofread documents and updated Google forms to 

check accuracy. 

 

Mile High United Way- Community Resource Navigator 

Denver, CO  

05/2021 – 08/2021 

• Inbound/ outbound call center operator for national nonprofit 2-1-1. 

• Provide resources for underserved marginalized communities. 

• Lyft Concierge Specialist. 

• Grant and Special Funding advocate. 

• New Hire Trainer. 

• Sales Force Data Entry and Profile generation. 

 

Iccauhtzin, LLC - CEO/ Owner/ Creator/ Designer 

Denver, CO  

08/2016 - Current 

• Designer, creator and stylist of a lifestyle and apparel brand. 

• Establish and oversee strategic business actions and streamlined 

operations by building website, maintain Search Engine Optimization, 

Ecommerce fulfillment, Customer Service, Marketing, Social Media 

Content Creator, Event Planning and Promotion, Accounts Receivable, 

Accounts Payable, Shipping/ Receiving, Fabric Cutting, Sewing, Pattern 

Drafting, Tailoring and Seamstress work. 

• Maximized profits through reducing expenditures, while also making 

items accessible to community. 

• Implemented "Prom Threads" program assisting in making 

formalwear and industry professional services accessible to students in 

need. 

• Implemented virtual Sew-A-Long enrichment program. 

• Donation-based mask maker for community. 

 

 

 

 



 

 

Skills 

• Microsoft Excel, Microsoft Word, 

Microsoft PowerPoint, Microsoft 

Outlook, Microsoft Office 

• Sales Force 

• 10 Key by Touch 

• Accounts Payable, Reception 

• Accounts Receivable, Reporting 

• Basic, Sales & Support 

• Drafting 

• E-commerce 

• Instruction 

• Managerial 

• Marketing 

• Money Handling 

• Public relations understanding 

• Shareholder accountability 

• Organizational leadership 

• Relationship management 

• Strategic planning 

• Program leadership 

• Risk management 

• Regulatory compliance 

• Financial administration 

• Creative and artistic 

• Analytical skills 

• Design strategy 

• Multi-tasking abilities 

• Computer literate 

• Corporate design 

• Originality 

• Art conceptualization 

• Collaboration skills 

• Communications 

• Invoice generation 

• Administrative support 

• Team management 

• Organization 

• Business operations 

• Planning and coordination 

• Massage Therapy 

• Tailoring 

• Sewing 

 

 

 

 

 

 

 

 

 

 

TransLease, Inc - Documentation Specialist 

Commerce City, CO  

05/2013 - 08/2016 

• Produced contracts for TRAC Leases, Installment Leases, and Loans 

for commercial businesses. 

• Managed secure storage, backups, and retrieval of archived 

documents. 

• Created technical documents and updated throughout document 

retention lifecycle. 

• Distributed copies of lease and loan documents to Sales Analysts, 

Borrowers and Banks. 

• Inspected and proofread documents to check accuracy. 

• Promptly responded to requests for information while maintaining 

security of borrower information. 

Bank of the West- Customer Service Representative 

Commerce City, CO   

09/2011 - 12/2012 
• Process Customer/ATM/Night Drop Deposits. 

• Cash Checks, Process Deposits and Withdrawals. 

• Lead keyholder duties which include process Consumer Loan 
Payments, Credit Card Cash Advances, TT & L Payments, Travelers 
Cheques, Money Orders, Cashier's Checks, Sell and Redeem Savings 

Bonds, Place Stop Payments, Special Instructions, and Deposit Holds. 

• CTR/MIL Completion, Complete Wire Transfer Forms. 
• Safe Deposit Entrance Procedures. 
• Filing (Signature Cards/Reports), Prepare Bank Work Bag for Pick Up. 

• Product Knowledge and Industry Knowledge on Regulations and OFAC 
Restraints. 

FineLine Graphics - Office Manager 

Denver, CO  

08/2010 - 08/2011 

• Reception/ Accounting. 

• Successfully implemented transfer of paper records system to 

electronic records system. 

• Manage the entire office for any external and internal needs, 

procurement, and reception areas. 

• Scheduling 

• Collaborated closely with VP and President to effectively improve 

office operations. 

• Planned and executed successful corporate meetings, luncheons, and 

special events for groups of up to 100. 

• Professional business correspondence to maintain strong line of 

communications. 

• Maintained office supply procurement. 

 

 

 

 

 

 






