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2519 w Seltzer Street
Philadelphia, Pa 19132
Telephone:
267-738-7898(Cell)
E-mail: keita_jones@yahoo.com


OBJECTIVE:	To obtain a position with an organization which will utilize my skills and experience while providing an opportunity for professional growth and career advancement.  

RELEVANT SKILLS:
• Experience in all aspects of Personal Assistant, Direct Support Professional, Unit Clerk, Hospice care, Home Health Aide, and Certified Nursing Assistant with special consideration for the feelings of others and the ability to interact with diverse populations.
• Ability to plan, organize, schedule and monitor daily activities using Microsoft Office.
• Strong skills in monitoring of vital signs, wound care, Peg tub flushing, while administering medication and monitoring of medical conditions. Working knowledge of nursing care, medical terminology & medications skills.
• Strong interpersonal and communication skills in ability to interact with diverse populations.
• Experienced in office procedures and document management with strong organizational skills and telephone etiquette.
• Computer literate in knowledge of various software programs including Microsoft Word, Excel, and PowerPoint, Internet, and related search engines with excellent typing skills: 55-75 wpm.








WORK EXPERIENCE:
Residential Advisor
2017-present
RHD
Philadelphia, Pa

 Residential Advisors responsibilities are to provide a safe family environment, inspect rooms and furniture to ensure that they comply with regulations and rules. Light housekeeping, laundry, medication, accompany to medical appointments and other appointments, community engagement, goals, personal hygiene, vital signs, documentation and family participation. It could be helpful for individuals to have basic first aid knowledge in the event of a medical emergency. Residential Advisors also provide positive motivation, communication and encouragement with every goal a consumer would like to pursue. 

Certified Nursing Assistant                                                                                    
2017-Present
Wesley Enhanced Living / (on call position)                                                                                        Philadelphia, PA
Provides patients with ADL's, personal hygiene, by giving bedpans, urinals, baths, backrubs, shampoos, and shaves; assisting with travel to the bathroom; helping with showers and baths.
 assisting with serving meals, feeding patients as necessary; ambulating, turning, and repositioning patients; providing fresh water and nourishment between meals. Maintains patient stability by checking vital signs and weight; testing urine; recording intake and output, patient comfort by utilizing resources and materials; transporting patients; answering patients' call lights and requests; reporting observations of the patient to nursing supervisor.







Direct Support Professional                                                
 2016-2017
NHS / (on call Position)                             
Philadelphia, Pa 
Responsibilities include ADL’S, transferring patient to different areas. Assist clients with personal care, such as grooming, companionship and apparel selection.  Monitor medical conditions, vital signs, Peg tube flushing and administer medication. Transport clients and help with light housework and administrative duties such as tutoring, shopping, cooking and light maintenance, Doctor Appointments, Physical Therapy appointments accompany consumers to evaluations with goal orientated goals. 

Direct Support Professional                                                                                                   
2015- 2017
JEVS Human Services                                                                                                        
Philadelphia, Pa                                              
Responsibilities include ADL’S, transferring patient to different areas. Assist clients with personal care, such as grooming, companionship and apparel selection.  Monitor medical conditions, vital signs, Peg tube flushing and administer medication. Transport clients and help with light housework and administrative duties such as tutoring, shopping, cooking and light maintenance.
                                                           
Direct Support Professional		
2011 - 2015
Barber Institute						
Philadelphia, Pa
Responsibilities include ADL’S, transferring patient to different areas. Assist clients with personal care, such as grooming, companionship and apparel selection.  Monitor medical conditions, vital signs, Peg tube flushing and administer medication. Transport clients and help with light housework and administrative duties such as tutoring, shopping, cooking and light maintenance.






Certified Nursing Assistant\ Direct Support Professional
2007 - 2011
Comhar, Inc.						
Philadelphia, PA
Responsibilities include bill payment, transferring patient to different areas. Assist clients with personal care, such as grooming, companionship and apparel selection.  Monitor medical conditions, vital signs, Peg tube flushing and administer medication. Transport clients and help with light housework and administrative duties such as tutoring, shopping, cooking and light maintenance.

Certified Nursing Assistant				
2006 - 2007
Willow Ridge Nursing Home						
Hatboro, PA
Responsibilities included direct care of patient, which included bathing, changing clothes, cooking and light house work. Handled patient’s questions about health problems. Records and measured medications assisted with rehabilitation for the clients.

Certified Nursing Assistant and Unit Clerk
2005 - 2008
Immaculate Mary Nursing Home 		
Philadelphia, PA
Responsibilities included patient care, organization and communication skills as the Unit Clerk. Excellent with clients while providing the highest standards of service and integrity while answering questions. Successfully tracked patient medication and discharge documents. Responsibilities included direct care of patient, which included bathing, changing clothes, cooking and light housekeeping duties. Handled patient’s questions about health problems. Records and measured medications assisted with rehabilitation for the clients.







EDUCATION:

● American Center of Technical Arts & Science, Major: Certified Nursing Assistant; 
              Graduation: 1997 	Philadelphia, PA

● DPT Business School, Major: Medical Office Administration	;
              Graduation: 2004			Philadelphia, PA					

● Strayer University, Major: Bachelor’s Degree in Healthcare Administration
               Anticipated graduation: 01/2019	Philadelphia, PA 								      
