Tenaya Jones-Brown

8760 McElwain Blvd.
Denver Co, 80229

720.355.8020 [cell]
tenayajones@aol.com

Education

Vantage Point High School, Thornton, Colorado 2007

Objective

I am looking for a position that is challenging in a unique and dynamic work environment

Skills

· Computer skills: Microsoft office, Excel, Powerpoint, Word, Internet, Intranet

· Excellent communication abilities, both oral and written

· Develop interpersonal skills

· Ability to achieve immediate and long-term goals and meet operational deadlines

· Extremely persistent.  Bottom line-oriented 

· Responsible, trustworthy, independent, calm under pressure and a versatile team player

· Adapt easily to new concepts and responsibilities  

· Energetic and self-motivated 

· Conducted high-energy cold calling campaign on a daily basis continually opening up new sales territory

· Created ongoing business development reports based on FBI regulations and standards

Professional Experience
      Innovative HealthCare Concepts.

April 2013- July 2013
Personal Care Worker

· Worked with Individual’s that had a Disability.

· Provided Friendship Companion, Help with reminding/helping with daily Hygiene, Looking over Meal prep/ Assisting with Meal prep, Daily Chores most of the individual’s that I worked with had a roommate meaning Picking for weekly chores.
· Provided Transportation to doctor appointments, To Daily activities planned from a monthly schedule, Completed Monthly on week to week basis Meal planner some according to dietary basis or Gluten-Free.

· Completing Goal Setting by chart, Verbal, Grocery shopping, to remembering Laundry, or Learning a few word in sign until speech therapy is completed.
· They were able to go on with their daily Lives I was there to help out with most of the technique they needed to focus on, and be a Friend to lean on!

         Forensic Laboratories, Denver, CO

January 2013- March 2013

Warehouse Urine Testing

· Data Entry on existing patients and new patients. 

· Poring urine out that’s ready for disposal. 

· Received urine samples for Pain/Criminal.
· When we received urine samples we then open them and, place an Inch of urine into test tubes then send it off to the lab for testing. 
Outlook, Denver, CO

March 2009- Jan-2013
Warehouse Tagging 

· Organize tagging material and techniques to manufacture products with a maximum amount of efficiency and minimum supervision

· Organized tagging materials on specific data and labeling

· Developed ongoing methods to monitor manufacturing outcome

· Successfully submit data information reports of all intake products 

· Special handling requirement experience

· Complete inventory reports regarding productivity numbers, expenses and +overall operations 

· Provide excellent customer service; with demonstration ability to develop and build lasting relationships with co-workers and supervisors 

· Provided coverage for other staff when necessary
· Participate in all company events
           Sierra Club, Denver, CO

August 2008-Januuary 2009 (contract work for Barack Obama)

Spokes Person (Contract work for Barack Obama election) 

· Door-to-door communication and educational presentations

· Organized presentation marketing materials on specific data and research 

· Developed ongoing customer relations with follow-up data

· Provide excellent customer service; with demonstration ability to develop and build lasting relationships with new and exciting customers

· Provided coverage for other staff when necessary
· Organized and input data research and maintained presentation media 
            Clear Creek Consulting – Larson Financial, Westminster, CO
December 2007-April 2008 (contract work for Tax Consulting Firm)

Tax Consultant 

· Controlled and maintained client financial aspects, including cash flows, account receivable, account payable, investments, taxation and budgeting

· Organized data reports and materials on tax planning, tax compliance, capital gains strategy and audit resolution

· Developed ongoing customer relations with follow-up data

· Experienced in planning and delivering informational and promotional presentations to management

· Supported financial reporting for management 
· Demonstrated record of success in building smooth-running, cost-effective operations
Reference

Pat Hamre

10591 Clermont Way

Thornton, CO 80233

720.979.7091 (cell)
Jessica Ayala

4987 S. Nelson St. Unit B

Littleton, CO 80127

303.523.2450 (cell)
Ms. Morgan
Idaho Falls, ID 83274


208.932.3884 (cell)


