	Jadea C Taylor

918 W Tabor Road, Philadelphia, PA, 19141
Phone: 267-243-9739; e-mail: taylorjadea79@gmail.com


	
OBJECTIVE
	
To obtain and secure a position that will enable me to use my organizational skills, my ability to work well with people, quick learning skills, and to have the opportunity to learn and improve my skills for the better.


	EDUCATION
	Community College of Philadelphia, Philadelphia, Pennsylvania
A.A degree in Liberal Arts
GPA: 3.0
Gradation: currently attending

Delaware Valley Charter High School, Philadelphia, Pennsylvania
GPA: 3.5
Graduation: June 2013



	EXPERIENCE
	FILE CLERK/ FRONT DESK
2017-2018
1818 Market Street, Philadelphia, Pennsylvania 19103
Rosenbaum & Associates 
· Maintained and organized the company’s documents.  Performed various administrative and archival tasks such as coding files, storing files in alphabetical or numerical order, scanning, managing databases, photocopying, and delivering files to staff. Answering incoming phone calls in a timely manner, giving information to clients as needed.

RETAIL SALES ASSOCIATE
2015-2016
2400 West Moreland Park Road, Willow Grove Park Mall, Pennsylvania 19090
Bloomingdale’s
· Welcomes customers by greeting them; offering them assistance. Directs customers by escorting them to racks and counters; suggesting items. Advises customers by providing information on products.

SECURITY OFFICER
2015- Temporary
1020 Pattison Ave, Philadelphia, Pennsylvania 19148
Contemporary Services Corporation
· Secures premises and personnel by patrolling property; monitoring surveillance equipment; inspecting buildings, equipment, and access points; permitting entry.
	
DIRECT SUPPORT PROFESSIONAL
2014-2015
9350 Ashton Rd #102, Philadelphia, Pennsylvania 19114
JEVS Human Services
· Assists an individual with a disability to lead a self-directed life and contribute to the community, assists with activities of daily living if needed, and encourage attitudes and behaviors that enhance community inclusion.

Package Handler/Customer Service Provider
2013-2015
3901 Locust Walk, Philadelphia, Pennsylvania, 19104
Datrose Penn University
· Provide customer service out bounding and in bounding packages to students at Penn University.

RETAIL SALES ASSOCIATE
2012-2013
2500 West Moreland Park Road, Willow Grove Park Mall, Pennsylvania 19090
Abercrombie & Fitch
· Processes payments by totaling purchases; processing checks, cash, and store or other credit cards. Keeps clientele informed by notifying them of preferred customer sales and future merchandise of potential interest. Contributes to team effort by accomplishing related results as needed.

	
	

	SKILLS
	· Strong communication skills
· Excellent ability to adapt to difficult situations
· Team worker
· Medical Terminology 
· Detail oriented
· Capable problem solver
· Proficient at excel
· Good organizational skills
· Working knowledge of visual basic
· Time and project management
· Leadership skills
· Strong customer service skills
· Excellent and Word and PowerPoint
· Type 40 words per  minute
· Meeting sales goals
· General math skills
· Selling to customer needs


	REFERENCES
	Available upon request.




