

Daquetta Jordan

5134 Sheldon St
Philadelphia, Pa 19144
Phone: (267) 918-5278
Email: daquettajordan@aol.com

Objective	

· To obtain a position within a company by utilizing my skills and being able to expand and grow as well as demonstrating organization, customer service, communication and proper management skills.
Skills	

· Excellent communication skills, proficient in Microsoft programs, customer service, hospitality abilities, money handling and accounting, knowledge of medical termination and home aid abilities, and clerical expertise as well as retail experience.

Experience	
COMHAR, Residential Scheduler 				Feb 2017- Present
· Assigning staff and temporary agency contractors to work vacant shifts within the ID/D residential houses.
· Assisting in scheduling and interview potential employees for new hire, scheduling temporary contractors to come in for training and updating residential houses shift calendars.
· [bookmark: _GoBack]Handling the coverage of temporary shift of those who go on vacation for longer than a week and maintaining the overtime budget. 
· Reviewing resumes, scheduling and interviewing prospective employees for various positions within the residential department.
· Hosting job fairs, traveling to different career centers, schools and libraries to recruit qualified future employees.

Scheduling Specialist, KenCCID 				Mar 2016-Jan 2017 
· Assure scheduling is within ISP needs, funding formula and in the best interest of individual care and the agency.
· Assign shifts according KenCCID policy to provide adequate coverage for call-outs, as well as manage all call-outs durning business and non-business hours.
· Accurately and promptly coordinated scheduling, rescheduling, cancellation and emergency coverage of shifts so to maximize resource utilization for optimum efficiency.

Direct Support Professional, U.S Medical Staffing 	Sept 2014-Feb 2017
· Assisting individuals with intellectual and physical disabilities to learn to live a more independent life. Administering medication and healthy meal prep.
· Assist with daily living activity and encourage positive attitude and behavior.
· Support individuals with disabilities at work, school, in the community and at home.


Home Health Aide, Always Best Care			Apr 2013-Mar 2016
· Performs home management tasks including housekeeping, laundry and changing bed liens as well as personal care such as bathing, dressing and grooming.
· Prepares and serves simple modified diets according to instructions and also assists with transfers including cane, walker or wheelchair.
· Assists with medication as specified on plan of care and maintain records of the patient’s condition, progress and difficulties to keep case manager informed.
	


Education	

Criminal Justice 	Dec 2010-Mar 2012
Strayer University							

Law/Pubic Safety					                        Sept 2005- June 2009
Simon Gratz High School
· High School Diploma

References 

Available upon request.
