Jamie Cok
 
124 Stony Creek Ave Lansdale, PA 19446
E-Mail Address: jamie.f.block@gmail.com
Cell 617-688-8561
 
Objective: Diligent and goal-oriented individual seeking employment in a work environment where I will have the opportunity to learn and grow within the company.
 
Education: 
 
Pembroke High School Graduation Class of 2009
Eastern Nazarene College Graduation Class of 2013
Bachelor of Science in Criminal Justice with a Minor in Psychology, 
GPA: 3.28
 
Experience 

HR Investigator: First Contact HR- 535 Fort Washington, PA 19034 (Jan 2017-present)
Conduct comprehensive criminal background research for a background screening company. Verify that all reports are within the state's laws and regulations and abiding by the FCRA. Perform education, employment and reference verifications for clients. Other duties include ink and digital fingerprinting, conducting drug tests as well as various customer service/clerical duties.

Case Specialist II: Plymouth District Courthouse, 52 Obery Street, Plymouth MA 02360
(May 2013 to Dec 2016)
Performed duties under the direction of John Fitzsimmons, Clerk Magistrate of the Criminal District court clerk’s office. Duties include working in the criminal department processing criminal hearings, summons and arrests. Process restraining orders, harassment orders and mental health cases. Cashiering duties in the district court processing payments and bail.  Responsible for all criminal and civil tape requests. Other duties include answering the phone, filing, copying, performing customer service at the counter and being the courtroom assistant for each judge in the criminal and drug court.

Adult Probation Internship: Hingham District Courthouse 28 George Washington Boulevard Hingham MA. 02043 (May 2012 - August 2012)
[bookmark: _GoBack]Performed duties under the direction of Maria Sousa (Probation Officer), they included customer service, helped the public fill out forms, learned the docket system, performed general case intakes, received and sorted court papers and learned the filing system.  Sat in on court cases, wrote in probationer’s folders the outcome of the case.  Wrote money slips and submitted them to the cashier for payment. I learned the summons process and interviewed the people who were summoned to court or were in the lockup after an arrest.

Dunkin Donuts: Cashier and prep cook (August 2012 -January 2013)

Housekeeping: Eastern Nazarene College (September 2011-May 2013)
Duties include: thoroughly cleaning the inside of certain buildings on campus. Being able to lift over 25lbs of weight.


Job Skills: Typing 65WPM
	    Proficient in Microsoft Office Suite, Microsoft Word and Excel
	    Excellent in writing, researching, criminal background screens, verifications, proofreading  documents, answering phones, and greeting customers.
Exceptional Communicator, Critical Thinker, and Problem Solver


Interests/Volunteer Activities:
Varsity Softball – Eastern Nazarene College, four-year member of team
Varsity Softball - Pembroke High School - four-year member of team
Pembroke Youth Softball – Assistant coach, pitching instructor (2008-2016)

             References

Brendan Barnes
Assistant Clerk Magistrate
Plymouth District Court
Plymouth, MA 02360
617-230-3814

Edward Grimley
Assistant Clerk Magistrate
Plymouth District Court
Plymouth, MA 02360
508-364-6467

Celeste D’Orazio
Service Center Leader
First Contact HR
Fort Washington, PA 19043


