LaDonna Jones
1612 Paris St. Unit R5, Aurora, CO 80010 PH: 720.416.5166 Email: LJGogetter@gmail.com

Objective
To gain employment within a reputable company where my skills can be utilized to their fullest potential for
optimal company benefit  and professional  growth

BrightStar Healthcare	          7-2014- Current
· Provided prompt and professional customer service to office and field staff via telephone and front desk
· Answered multi- lined telephone and completed transfers to the appropriate staff members
· Utilized company software to research current and past clients for information
· Assisted with new employee orientation
· Maintained monthly company news letter
· Worked on call from home to provide 24 hour service and staffing

Presidential Limousine							3/2014- 7/2014
							
· Arranged worldwide transportation for new and current clients via email, telephone and fax
· Answered telephones in a timely manner
· Utilized internet research for location and travel times to reserve vehicles as needed
· Advised chauffeurs and driver of road conditions upon request
· Scheduled affiliates worldwide to assist with transportation when needed

MGI, Inc.

· Provided telephone and front desk customer service
· Entered confidential information into a large company data base
· Staffed crews of thirty or more for company projects
· Assisted with sales and inventory
· Maintained strong relationships with customers and vendors for repeated business

 Mountain Vista Retirement Center					7/2007- 11/2009

· Provided medical care to geriatric patients with various illnesses and disabilities
· Maintained HHIPPA compliance
· Performed some wound care, vitals and scheduled rounds
· Active in patient rights and safety


Education University of Phoenix 						8/2014- Current
              Stillwater Institute- CNA Certification                                                   4/2005-6/2005
Skills          Colorado Notary Public, Multi- line telephone systems, all office equipment, MS Office,                                                 conflict resolution, clear and concise communication, goal and results oriented, able to work well with others, positive attitude
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