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PROFESSIONAL SUMMARY

Bringing five years of specialized experience as a Booking Officer, I
excel in processing inmates while ensuring compliance with safety
standards. My strong organizational and interpersonal skills drive
efficient documentation and foster respectful interactions with
detainees. I thrive in fast-paced environments, focusing on
operational excellence and effective communication to enhance
overall security and facility operations.

WORK EXPERIENCE

 Jan / 2022-Ongoing



Booking Officer

Pineapple Enterprises Santa Monica, CA

1. Processed and maintained accurate records for incoming and
outgoing inmates.

2. Ensured compliance with safety protocols during inmate
processing.

3. Utilized office equipment to manage documentation efficiently.
4. Collaborated with law enforcement for seamless inmate intake.
5. Monitored and updated daily logs to track inmate movements.
6. Conducted thorough checks of paperwork for new intakes and

releases.
7. Maintained confidentiality and security of sensitive information.

 Jan / 2020-Jan / 2022



Booking Officer

Silver Lake Enterprises Seattle, WA

1. Managed the booking process for incoming inmates, ensuring
accurate documentation.

2. Coordinated with deputies to verify active warrants and inmate
status.

3. Handled financial transactions related to bonds and releases.
4. Provided support to the public regarding inmate inquiries.
5. Operated as dispatcher for incoming emergency and non-

emergency calls.

EDUCATION


Jan /
2018

-
Jan /
2020



Associate of Applied Science in

Criminal Justice

State College of Florida Santa Monica, CA

Focused on law enforcement principles, correctional systems, and
public safety.

SKILLS

Adaptability To New Systems

Meticulous Record Keeping

Customer Service

Results-driven Approach

Integrity And Professionalism

INTERESTS

 Home Brewing  Wildlife

Conservation

 Running  Public Speaking

STRENGTHS

 Willingness  Wisdom

 Zeal  Ingenuity

LANGUAGES

English Japanese Italian

ACHIEVEMENTS

Reduced inmate processing time by

20% through streamlined

documentation.

Implemented a new filing system

that improved record retrieval

efficiency by 30%.
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