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SUMMARY

Dependable, detail-oriented and highly organized Probation and Parole Officer with outstanding 
time management and some medical and billing and coding training. Extremely costumer service 
qualified. Bi-lingual: Fluent in English and Spanish. Open-minded and highly adaptable to new 
innovation. Promptness and dedication to work. Known as a team player who is also able to work 
without supervision.

SKILLS

Microsoft Word, Management, Clerical, Administrative Assistant, Customer Service, Data Entry, 
Excel, Filing, Office Management, Training, Urinalysis.

WORK EXPERIENCE

Probation and Parole Officer, Adult
ABC Corporation  February 2006 – April 2008 
 Interview probationers and parolees regularly to evaluate their progress in accomplishing 

goals and maintaining the terms specified in their probation contracts and rehabilitation 
plans.

 Recommend remedial action or initiate court action in response to noncompliance with terms 
of probation or parole.

 Administer drug and alcohol tests, including random drug screens of offenders, to verify 
compliance with substance abuse treatment programs.

 Prepare and maintain the case folder for each assigned inmate or offender.
 Discuss with offenders how such issues as drug and alcohol abuse and anger management 

problems might have played roles in their criminal behavior.
 Conduct prehearing and presentencing investigations and testify in court regarding offenders 

backgrounds and recommended sentences and sentencing conditions.
 Inform offenders or inmates of requirements of conditional releases, such as office visits, 

restitution payments, or educational and employment stipulations.

Probation And Parole Officer
ABC Corporation  2005 – 2006 
 Managed a diverse offender caseload and co-facilitated the social adjustment of individuals 

on probation or parole.
 Evaluated the needs of clients and assisted with and arranged for needed treatment or 

services.
 Developed and planned all casework services for individuals with specialized needs; including 

consumers of mental health services, and/or substance abuse services.
 Monitored clients behavior and progress compliance in accordance with ODOCS policies and 

procedures.
 Participated in Craig County Drug Court Program with other multi-disciplinary team members.
 Conducted Pre-sentence Investigation, Interstate, Pre-Pardon and Pre-Parole Reports.
 Provided testimony for court hearings.

EDUCATION

Diploma in Medical - 2004 (ULTIMATE MEDICAL ACADEMY - Tampa, FL)
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