Dao Tran
5153 Harcourt Circle  Riverside, CA  92505  (951) 313-9289

Objective 	
To challenge administrative or data entry position allowing for maximization and utilization of superior ability to analyze and manage day-to-day business operations, as well as create and maintain accurate and complete records.
Employment History 	
PHILIPS-ONTARIO, CA
Assembly/Packaging, November 2014 to Present

· Running equipment operated syringe and bottle filing machines to meet quality and quantity standards per weeks. Apply label to syringes and boxes.
· Make boxes and assemble products together. Work in assembly lines.
WESTERN EXPRESS – Fontana, CA
Customer Service, March 2008 to August 2014

· Monitor and trace loads so that follow up can be made to the customer regarding issues that could effect on-time pick up or delivery; 
· Anticipate and facilitate problem resolution on all load issues to meet or exceed total customer expectation; Communicate effectively and professionally with customers, operations personnel and executive management; Commit to and receive detailed customer load information by telephone, fax or electronic tendering; Accurately and timely input all load information into the operating system;
· Contacted customers prior to delivery to confirm and coordinate delivery time. Communicated all emergencies and delays due to weather and carriers' schedule changes to customer and supervisors. Monitored shipments to guarantee on-time delivery.
· Scanning bill of lading and rate confirmation sheets into the systems.
CALIFORNIA MULTIMODAL INC – Fontana, CA
Billing Clerk/Driver Pay, July 2006 to March 2008

· Was solely responsible for driver pay compensation and processing documentation, including breaking down all drivers’ manifests. 
· Handled billing accounts and invoice preparation, printing, and disbursement to clientele, and closed out accessorial. Assisted with payroll preparation and entered data into cumulative payroll document.
· Organized billing and invoice data to prepare account receivable and expected revenue report for controllers.
CAL CARTAGE EXPRESS – Fontana, CA
Billing Clerk, November 2002 to July 2006

· Handled billing accounts and invoice preparation, printing, and disbursement to clientele, and closed out dispatches and accessorial.
· Assisted customers with documentation and provided customer service via phone, handling high call volumes. 
· Filed documents, maintained records, and entered data. 
DONALD H. SONG, MD/OBGYN – Lakewood, WA
Medical Assistant, 1999 to 2001
· Prepared exam room for patients, sterilized instruments, and handled hazardous waste. 
· Ensured supplies and instruments were available and well-stocked for entire office. 
· Prepared laboratory slips and reports, including follow-up on abnormal test results. 
Education 	
CLOVER PARK TECHNICAL COLLEGE – Lakewood, WA
Diploma, Medical Assisting Program 1998	
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