TaVon Davis		9811 E Jewell Ave
		Denver, Colorado 80247
		Tavon_Davis3@yahoo.com
		(720) 560-3424	
OBJECTIVE
Pursuing a position in which I will utilize my knowledge and skills to help improve the well-being of others while contributing to the success and growth of the organization.
EDUCATION

Everest College			Medical Assistant Diploma	Graduate: May 2011
Cherokee Trail High School	High School Diploma		Graduate: May 2009

CERTIFCIATION
CPR Certification and HIPPAA Certification

PROFESSIONAL EXPERIENCE

[bookmark: _GoBack]Tyco Integrated Security/ Emergency Dispatch				10/2013- 02/2014 

· Work with various accounts.
· Effectively control the release of confidential information for general client lists.
· Monitor alarm panels. 
· Document extensive notes. 

ESM/ Education Sales Professional 					03/2013 – 10/2013

· Assisted students with enrollment in school. 
· Worked with various accounts i.e., High School, College. 
· Provided excellent customer service.
				 
											
24/7 Intouch/Call Representative 					07/2012 – 02/2013

· Retained customer sales. 
· Provided excellent customer service.
· Handled payment transactions.


Underground Station/Sales Associate					11/2011 - 06/2012

· Shipping and receiving.
· Handled payment transactions.
· Provided excellent customer service.
· Responsible for closure of the store.



Aim High Chiropractic							04/2011 – 06/2011
Medical Assistant (160 hours externship)

· Conducted urinalysis tests.
· Performed vital signs.
· Organized and filed patient files.
· Managed multiple phone lines.
· Scheduled appointments.
Target/Cashier								01/2011 – 04/2011
· Handled payment transactions.
· Balanced register daily.
· Ensured customer satisfaction.
· Maintained cleanliness.
Mykal Grant Salon/Office Assistance					08/2008 – 04/2010
· Greeted clients and booked future appointments.
· Prepared client for services.
· Managed the salon sitting area.
· Scheduled monthly meetings between staff and upper management.
· Organized quarterly team building events.
Journey’s Shoe and Apparel/Retail Specialist				06/2006 – 11/2006
· Assisted customers in locating specific items throughout the store.
· Entered purchases into cash register to calculate total purchase price.
· Assisted in various areas of the store i.e., clean up, stocking, inventory.
Aspen Alley Cafe’/Casher/Server				    		01/2006 – 06/2006
· Prepared and served guest orders.
· Maintained cleanliness and organized restaurant and lounge area.
· Cleared and sanitized tables.
· Provided courteous service to all team members and guest. 






