
Cover Letter 

To wnom it may concerr· 

-. ...... ~ ;~:!:·::! -;:0 a;:.;:.;v for 1he rarks and Recreation Director oosition with Citv of Creede. I 
am interested in this oosition based on my active involvement in the recreational 
deoartment at Christopher Newoort University. I have a degree in Integrative Bio1oav 
with a minor in Chemistry. I also have experience working with children as a substitute 
teacher and animals with working with Holistic Wildlife Services. 
In my past positions with the Recreation Department at CNU I developed programs for 
the deoartment and imoroved current orograms. Durinp this oosition I oversaw a staff of 
up to fifteen (each season) and monitored the condition if the equioment and the tr 
oeriormance while at work. Mv high energy level. interest in recreation activities and 
high level of activity allows me to interact with people positively and efficiently. My high 
level of organization skills and communication aid in the olannin9 and function of the 
coordinating portion of the position. I would greatly appreciate the opportunity to 
develoo these skills further with the community of Creede. 

Catherine Buchanar 



.. . ... .. ~ .. 
L.a1ner1ne LeAnn nucnanan 

721 Old Gteen,·me Rd. Staunton v A. 2440 l 

Objective: 
To gain knowledge through personal experiences in order to learn and grow both personally and profossionally 
specifically concerning biological sciences and recreation 

Qualifications: 
• Excellent public speakin~ skills 
• Can successful multitask 
• Proven organization skills 
• Extensive experience with customer service 
• CPR/First Aid/Defibrillator certified 
• Excellent difficult terrain navigator 
• Survev and assess mine certified 
• Rabbis vaccinated 
• J:'roven off road driving skills 
• Proven tietd work and field work leadership skiiis 
• Mist netting 
• Radio telemetry 
• lK filming 
• Mine surveying and mapping 
• Work in extreme weather conditions 

Employment History: 
CNU Recreational Department September 2011- September 2012 
Newport News~ v A 

• Referee intermural soccer games in order to keep a safe environment for players during games 
• Supervisor September 2012 - August 2013 
• Program Assistant August 2013 - May 2015 

o Managing and hiring officials and supervisors which included scheduling of shift~ formal 
payroll data and on field evaluations 

o Customer service involving players during games tor complete game control and ottice 
questions regarding money and other issues 

Front Desk Assistant, CNU Residence Life August 2012 - May 2014 
Newpon News, VA 

• Provide excellent customer service and ensure safety and security for students for living in the 
residence halls 

Undergraduate Research September 2012 - May 2013 
Newport News, VA 

• Aided in measuring stigmas and styles and of plants in order to provide evidence on whether or 
not there is an effect of growth within the side with a duration of time 

• Aided in counting pollen grains in order to determine its ettects on the plants reproduction 
process 

Front Desk Assistant Coordinator. CNU Residence Life August 2013 - May 2014 



Newoort News~ VA 
• t1roviae excellent customer service amt ensured satetv and secuntv tor students for livimz m the 

·esioence nails while maintaining. training, and scheduling other staff members to conduct the 
desk correcth· 

Wildiije Biologist, Holistic WiJdJ!.fe Services 
New Mexico and Arizona 

May 2013 - August 2013 
Mav 2014-Au~st 2014 

• • asks mcluded: mist nettma and identification of bats native the southwestern United States. 
handling of tederally endagered species (Leptonycteris_ yerbabuenac: lesser long-nosed bat), 
assistant management of other undergraduate research assistants. use of radio telemetrv to track 
bats and locate roost momtonng. cave and abandon mme survevma. maooma and momtonna. 
GPS and topographic mappmg and data entrv 

Substitute Teacher. Au1!;Usta County Schools 
Augusta countv. V rrgmia uecember .lU l ~- Present 

• Assume all duties of the regular classroom teacher according to the designated plans left and in 
accordance with the school rules. Mamtain normal classroom routmes and discioline orocedures 
while maintaining a positive learning atmosphere and aiding the students with their assignments. 

Education: 
chns1ovher Newpon Umversrrv. Newpon News. VA 

• Bachelor of Science in Integrative Biology 
With a Minor in Chemistrv 

Communitv Involvement: 

August 2u 11 - Mav :.w l ~ 

Habitat for Humanity. CNU Chapter August 2011 - August 2014 
~ewoon News. v A 

• Raised money to go on alternative spring break trip in order to help build houses for the 
unfortunate 

• Worked on three houses mvotvmg laving sod. out on sidmQ. and toundation worK 
• Other community work including fundraising and other local work 

Rebuilding Together September 2009 - 2011 
StauntonJGreenvtiie. VA 

• Raised money for building projects throughout the local community by supervising and 
fundraising throu!lhout the hiah and elementarv school to fund these oroiects 

• Heloed build a wheelchair ramo for a handicao unfortunate women in order for tn h~ ~hlP t" 

leave her home 

Appalachian Trail Conservancy (A TC) August 2009 - 2011 
~taunton, v A 

• Built a portion of the Appalachian Trail to make the route more desirable and reroute from 
dangerous portions for potential hikers 

• Responsible for maintenance, reparring shelters and other structures, and the monitoring and 
managing rare plants and invasive species 

After School Leaming Center Riverheads Elementary August 2010 - 2011 
Staunton, v A 

• Tutored and guided Elementary School students in grades second and fourth struggling in 
academics and behavioral problems 



Elementarv School Summer School Assistant 
"rnnnton VA 

June 2008 - 2009 

• Worked with students. one on one. that struggled with previous school years in order to help 
them catch up or reached the desired levels for the upcoming school vear 

Harrisonbur1f Medical Assoc1a1e .... June 2010 - August 201 u 
Harrisonburg. VA 

Skin~· 

• 
• 
• 
• 
• 
• 
• 
• 
• 
• 

··rmrmPri ~11~r0mer se!"'.'!<:e. '-x_rmKed wn.h med!ca! !ab test!n2. and as oart of a lab team to orovide 
adeauate results 

Microsoft Exe~ 
Mist netting 
9'.estre1 
1 nermaf i mag mg camera operations 
Night vision (IR) camera operauons 
IV11croscooe measurements ano 1oemmcauon" 
Bat handling certified includmg endangered species ( I OU+ nours} 
Leaomu urouos or oeoote m outaoor act1vmes 
Basic mdoor lab techmques 



CITY OF CREEDE, COLORADO 

Employment Application We are an Equal Opportunity 1.mptoyc; 

City of Creede City Promotes a Drug and Alcohol Free Workplace 

?lease mail or bring your completed application to: City of Crc.:dc Town Hall. 2223 N. Main 

Creede. CO M 1 lJl 

• Do not change the fonnat or layout of this form. • 
• Tvpe application or print neatly. • 
• Answer aU questions completely and sign the application and 

all other forms. • 
• Resumes may be attached but will not be accepted in lieu 

of a comoleled Ii 

I .Job Data 

Read all information/disclaimers on this application.. 
If you have any questions or need assistance, please contact 
Clyde Dooley at (719-)658-2276. 
Please use your full, legal name each time you submit an 
application. 

I Job Title: Director of Parks & Recreaction Date you will be available for employment: 9/6/2016 

I Personal Data 

:Catherine 

Address:721 Old Greenville Rd. 

City: Staunton State: Virginia 7.ip:24401 
Phone I Days: 5402922043 Evenings: Alternace: 

I AU applicants who are offered employment must provide documents which establish their identity and employment eligibility 
for authorization to work in the U.S. Are you a U.S. citizen? ~ Yes Q No H no, do you have the legal right to 

I work in the U.S.? Please explain: 

Date of birt.1a: 0211611993 

Driver•s License No. & State:  Class: none Expiration:Q2/16/2021 

I Rave ~·ou bad any traffic convictions or accidents in the last three yean? a yes ~ No 

I If yes, please list: 
I Conviction or Accident Date 

Conviction or Accident Date 

Cmnmercial Driver's License No. & State: I Clau: I Endonemeats: f Expiration: 

I Have yo• been convicted of any crime? ()'es [!)No If yes, please give details including dates, charges. and disposition. 

I Convictions are not an absolute bar to employment. Consideration is given to the offense and its relationship to the position 
for ll·hich you are appl)ing. 

Have )'OU ever been discharged from a position or resigned to avoid being discharged? []Yes ~ No 

If yes, please explain: 



Employment Application 
Revised 811 Oi 

We are an Equal Opportunity Emp~oyei" 

I Education Note: Cn111Dlete this appllctUiofl ;,. il.f entiretv: an incomplere application will not be acceotet/. Rrs11•n 111av ~ tm11clte1J b11t will"°' be 11ccq,ted I 
'I i11 fit't1 of a c:mnplt"t«"d Ul'Pliaztlnn 

I Did you graduate from high school or do you laave a G.E.D.? r;]Yes C No I High School Name: 
Rtvemeads High Schod. sa&urmn. VA 

' Location: 

Name of School, College(s) or University Major Credit Hours Degree Vear* 

Christopher Newport University Biology 120 BS 2015 

I 
I Lht llcense (date & number). professional registradons (date). c:erdficates and professional memberships: 

I Lht honors. awards. feUowshins: 

I Skllls overview 

I Approximate typing speed in words per minute: ISO WPM 
I 
f List computer software with which vou are familiar: 

I Microsoft office. MS Word. MS Powerpoint. MS Exel, MS Proiect. MS Publisher, MS Onenote. Asobe Phdoshop, MS Windows Media Player 

! j Language{s): Speak: I Fluent in a language other than English: Read: Write: 

CYes ~No 

I 
I Please summarize relevant skills and experience that exemplify your qualifications for the above position: 

I Relevant skills include proficient in organization in team involvement and managing and knowledge in nature and outdoor activities. 

I Tools and machines vou un use and onerate: 

IOff roading vehicles, Computer, Pallet Jack, Photocopying Machine 
j Light or heavy motor vehicle equipment }'OU can operate: 

, 
I Summarize volunteer services work including elates: 
I Habitiat for Humanity{Staunton and CNU Chapters)- 2009-2011 and 2011-2014 
!Appalachian Trail Conservancy (ATC) 2009-2014 

I Summarize leadership roles: 
I Program Assistant in Christopher Newport University (CNU) Recreaction Department 
I Coordinator for CNU Residence Life 
I Wildlife Biologiest Assistant Management of other undergraduate research assistants at CNU with Holistic Wildlife Services I 



cm~loyment Appllcatlon 
~v1sea 8M0/16 

We are an Equal Opportunity Employer 

! Employment History Note: Complete this application m its e11trretv: an incomplete application will not De accepted. 

I ..,,llUS •• k 111111eW Ind will IUll h ~-&!of• ~.,,acrllM. 
I Current or most recent employer: Augusta County Schools I Phone:540-337-2535 

I Address: (street~ city, statel17 Howardsvme Rd. Staunton. VA 24401 

I Yourtide=subsitute Teacher 

I Supervisor's name/title: John Matherly/Principal 

I Work performed: Assume all duties of teh regular classroom teacher according to the designated plans 
I left and in accordance with the school rules. Maintain normal dasssroo routines and 
I dicipline procedures while maintaining a positive learning atmosphere and aiding the 
I students with their assignments. 

1 Reason tor lea\'inf!: 

j May we contact this employer if you are considered for the position? [;)Yes Q No 

I Employer: Rick Sherwin 
I 

I Phone:757-n5-5129 
I 

I Address: (street. city. state)1 Avenue of the Arts NewPOrt News. VA 23606 

I Your title: Wildlife Bioloaist 

):5/2013 

Supervtsor•s name/title: Rick Sherwin/Professor and Wildlife Biologist 

j Starting salary: j Ending: j Hoon per week: 

I Work performed: Tasks included: mist netting and identification of bats native to the southwestern US, handling of 
I federally endangered species (Leptonycteris yerbabuenae: lesser long-nosed bat), assistant 
I management of ther undergraduate research assistants. use of radio telemetry to track bats and locate 

roost monitoring, cave and abandon mine surveying, mapping and monitoting GPS and toptgraphic 
mapping and data entry. 

I Reason for leaving: The season of study was over and research was compete. 

May we contact this employer ff you are considered for the position? e Yes Q No 

yer: Christopher Newport University Recreational Department I P11 :757-286-3227 

I Address: (street~ city, statel 1 Avenue of the Arts Newport News. VA 23606 

1 Your title: Proaram Assistant 

j Employment dates j From (month/year):9/2011 j To (moatlalyear):OS/2015 

l Supervisor' s name/tltJe:eame Gardner and Will Kramer/ Director of Recreation 

I Starting salar,.:7.25 j Ending:7.65 I Hours per week:20-30 

I Work performed: Evaluated officials, supervisors and program assistants at intermural games. Conducted administrative 
I tasks such as creating and implementing trainings, , schedules, mettings and events. Hired and trained 

I 
officals, created schedules. oversaw and controled intermural games as a program assistant, supervisor 
and offical level. Office duties also induded payroll, event scheduling and performing customer survice 
to other students and staff. 

I Reason for leaving: Graduated 



Employment Appllcatlon 

Militarv Service 

Have ''otl enr served on active dutv in the U.S. armed ferces? 

i Dates: i From: 

i Branen: 

i Pnntarv ouues: 

.;ona1t1ons of cons1derat1on tor Emolovment 

i To: 

~evised 8110/16 

We are an Equal Opportunity Employer 

All information contained on the aoolication is subiect to verification. The Citv of Creede mav conduce oacKerouna cnecKs me;~ .... 
but not limited to. credit history. work references. drivin~ records. criminal background records ana eoucauooat a«P.'""" 

J understand an employment offer is may be contingent upon successful compJetion of a pre-employment alcohol/druJl test, am· 
appltcable medical examinauons. review of work references. and result of a bacbround check. 

( understand that specific positions at the City of Creede may require me to provide evidence of an acceptable driving record. 

If employed. I agree to orovide oroof of 1d.enutv. relevant llcensure or credenttals. and authonza.tlon for emnlovment m the, .. ,. 

State:. 

(moloy~ I agree to abide by all policies, regulations and guidelines established by the City of Creede. 

W"hen advised. reasonable accommodations will be made in order for an ··othernise aualified applicant" with a disability to participate 
in anv nhase of the recruitment orocess (Americans with Disabllmes Ace ot· 1~ 

I certify that all the information provided herein is true and complete to the best of my knowledge. I agree and understand the 
omissions. misstatements. and falsifications will cause forfeiture on my part of alt eligibility to any employment with the City of 
_;eede and may be cause for rejection of this application. removal of my name from eligibility lists, or discharge from Town service. 

In addition. J give the City of Creede the right to investigate and verify any information obtained through the application process. 
Permission is granted. and I release from any and all liability any employer. a~ency or individual providin2 the Citv of Creede relevar. 
iob related information that "ill assist in ems oroce~ 

l have read and understand the "Conditions of Consideration for Employment" Please acknowledge by checking the box: 

Date: 9/6/2016 




