Jenaya McHenry							
1559 High St. 
Apt. 3
Denver, CO 80218
316-516-2122
jamwithpc@aol.com


Work Experience

2007-2014:    Office Manager at ISW, Inc., 6655 E. 34th St. N., 
         Wichita, KS 67226

· Maintaining confidentiality
· Implementing policies and procedures
· Answering phones, routing calls, and taking messages
· Writing letters, memos, and newsletter articles
· Greeting visitors and guests
· Extensive use of Microsoft Office and Peachtree accounting software
· Receiving and distributing mail
· Accounts payable, accounts receivable, and payroll 
· Filing (financial records, meeting minutes, forms, etc.) 
· Communicating with boards, committees, and community members
· Assisting community members with applying for financial aid 
· Creating fliers, brochures, and fundraising materials
· Mass mailings  
· Scheduling events, building rentals, and marriage ceremonies
· Making travel arrangements 
· Maintaining office equipment
· Running copies 
· Scheduling regular building maintenance and inspections 


2011-2014	Yoga Instructor at Yoga for You, 7230 E. 29th St. N., Wichita, KS 67226

· Creating class plans
· Teaching classes
· Communicating with teachers and students
· General bookkeeping
· Developing and distributing marketing materials
· Event planning 

2005-2007:	Family Childcare Provider, 9100 E. Harry Apt. 3002, Wichita, KS 67207 

· Caring for children ages 18 months through 7 years
· Communicating and working with parents
· Curriculum planning
· Meal planning
· Teaching
· Record keeping
· Accounting




2002-2005:	Secretary/Paraprofessional/Substitute Teacher at Annoor School, 6655 E. 
                           34th St. N., Wichita, KS 67226

· Implementing school policies (discipline, dress code, attendance, etc.)
· Communicating with and assisting students, families, teachers, and administrators 
· Answering the phone, routing calls, and taking messages
· Frequent use of Microsoft Office
· Maintaining office equipment
· Running copies
· Record keeping
· Filing
· Typing letters and memos
· Data entry
· Substitute teaching
· Creating lesson plans 
· Grading papers
· Supervising students
· Tutoring English language learners 
· Proctoring standardized tests


1997-2002	Shift Manager and Cashier at Long John Silver’s, 4206 E. Harry, 
                          Wichita, KS 67218
	
· Supervising employees 
· Handling cash
· Accounts receivable and payable
· Record keeping
· Inventory
· Purchase orders
· Data entry
· Customer service


Education

1999-2003	Wichita State University
67 credit hours toward a degree in Accounting. 

2006-2009	Butler County Community College
31 credit hours toward a degree in Early Childhood Education.







