Jenelle Valentine Davenport      
15911 W 106th Way  Commerce City, CO 80022  303-289-3540  jennydavenport@live.com

Objective: A position in Client Relations and/or as an Executive or Administrative Assistant.
Core Competencies and Skills:
· Multilingual Customer/Client Service: Advanced phone and face-to-face skills in English and Japanese, with intermediate abilities in French, and emerging in Spanish.  
· Written Communications: Advance editing and proofreading skills for corporate communications: letter, report and grant writing, as well as designing press releases, media kits, and sales presentations.  
· Calendar Maintenance: Using Outlook and mobile applications, I have maintained a calendar for a max of 39 people at a time, but on average 9-11 people, scheduling appointments, meetings, and activities. 
· [bookmark: _GoBack]Event Planning: Experienced in arranging board presentations, seminars, and catered luncheons, planning timelines, arranging logistics, inviting participants, and supervising execution on-site and off-site in hotel settings, using technical equipment.
· Staff Development and Training: Certified & credentialed in Colorado to teach, with recognition in public speaking and curriculum development, and experience in interviewing, hiring, and conducting dismissals.  Specialization: International business etiquette, conflict management, workplace diversity, basic website development, elementary education, and parental involvement in education. 
· Vendor and Client Relations: Maintaining cordial communications with outside vendors and regular clients; advanced in following up with prospective associates.
· Computer Applications: Microsoft Office. Basic html and website design.
· Website Design and Maintenance: Content development, layout and photography, basic html and routine updating by template.  
· Travel arrangements: I stay updated in security clearance requirements, having lived in or traveled through Japan, France, Italy, Switzerland, Luxembourg, Russia, and England.  
Experience Highlights in Brief:
· Teacher, Independent Language Consultant and Content Creator. Global Village Academy (K-6 Technology and Art), Livemocha.com (Japanese and Adult ESL), and Denver Public Schools (2nd grade). 2008-present.
· Sales – Automotive, Real Estate and Retail.  Licensed real estate salesperson 2006-2009.  Licensed automobile salesperson.  Store management & customer service at Blockbuster Inc.  
· Educational Grants Consultant 21st Century Grant, Title I, and others: Assistance with after-school curriculum planning, assessment, and logistics.  Illinois. 2004-2008.
· Art Teacher (Grades PreK-5). St. Louis Public Schools, MO.  2000-2003. 
· Adjunct University Teaching. Japanese – Christopher Newport University, Virginia. Art & Japanese Culture – Rappahannock Community College, Virginia.1996-1998 and summer 1991.
· Assistant to the Executive Director – CEBAF (DOE Physics Lab - now the Thomas Jefferson National Laboratory), Newport News, VA:  1991-1992
· International Sales Staff, European Auto Division, Honda Motor Co., Tokyo 1988-1991. 

Education:
B.A. Princeton University, 1988. M.A. George Washington University, 1998.
