Muanmai Cherdsawan
12798 IVY St.

Thornton, CO  80602

Home:  303.351.4516
muanmai.c@gmail.com
Cell:  720.339.8355

SUMMARY OF QUALIFICATIONS:
· Proficiency in Microsoft Excel 2010, Microsoft office, PowerPoint, accounting software
· Manufactory experienced in inspection,  assembly, packaging, and machines operator
· Reputation for accuracy and ability to work well under pressure

· Fluent in Thai, Hmong, and Laos (written and Verbal)

EDUCATION:
Front Range Community College, Westminster, Associate of Applied Science in Accounting

EMPLOYMENT HISTORY:

06/13 to 08/14:  Sunny Acres, Thornton, Co

· Waitress, provide customer service, and dietary assistance to 30 plus senior residents.

· Food and drink preparations, and assist with cafeteria setup and cleanup

06/10 to 07/12:
CoorsTek, Golden, Co

· Machine Operator, ran molding injection machines, trimming, dye check 

· Quality inspections on products every 2 hours, and responsible for product packaging and checked micro parts

· Specialized in training new employee

05/08 to 05/10:
 Panda Express, Thornton, Co

· Served as Cashier and customer service rep
· Responsible for all closing and end of shift money deposit, and book keeping

· Assisted in kitchen with food preparations and stocking supplies daily

05/01-04/04: Central Plaza, Chiang Mai, Thailand 

· Process accounts payable and purchasing card transactions in accordance with established procedures including coding and reviewing coding of invoices
· Receive and process client invoices, data enter invoices for payment, prepare batches of invoices for data and entry deposit reports 
· Process all vendor cheques in the log book
· Processes bank deposits and credit card receipts
· Ensures accurate and timely entry of invoices into the general ledger
· Ensures all supporting documents are complete for invoice entry (purchase order documents, capex paperwork, proper signoffs, etc.
· Provides outstanding customer service to both internal contacts as well as vendors
· Ensures timely, accurate, and orderly filing and/or imaging of support documents for storage
· Print and distribute monthly financial reports

References upon request 

