CASSIE NGIALAH
cngialah@gmail.com

1764 Drinkwater Court. Erie, CO 80516
(720)839-0721

Objective: To acquire an Administrative Assistant position that will allow me to utilize my communication and management skills within its reciprocally beneficial environment.
Education

University of Colorado Denver – Denver, Colorado

Bachelors of Arts in Communication
Cum Laude 

            




Experience

      2014            Office Administrator      White Dove Healing Arts    Boulder, Colorado

· Managed client accounts (payable and receivable)  in Quickbooks

· Maintained strong relationships with wholesale client base and retail sector

· Ensured sustainability of communication with vendors and associated health organizations
· Composed all documentation in order to fulfill order: Invoices and shipping labels via Quickbooks
· Maintained the volume of sales based on market planning, economic forecasts, and supply and demand

· Developed sales strategies as well as new accounts

· Designed and maintained website content and brand materials 

· Created advertisement prints via in-house design applications
· Processed, packed, and prepared orders to be ready for shipment
· Provided substantial customer service via email and telephone correspondence with customers
· Collected and obtained all internet orders via website and Amazon.com 
 2013-2014       Peer Advocate Leader/Mentor    Student Life, CU Denver           Denver, Colorado

· Served as a mentor for several groups of students to ensure student success on campus

· Provided academic support to First Year Seminar instructors and classroom participants
· Collaborated with peers to facilitate student relations and recruitment efforts
· Assisted in the management of campus events and responsible for the engagement of all students
· Communicated with all CU Denver campus resources to help students, faculty, and staff connect
· Organized student and group meetings to establish academic peer interaction  
· Contributed to office support away from mentoring, responsible for clerical duties in PAL office
2010- 2012       Project Assistant 
Community College of Denver
     Denver, Colorado
· Managed and supervised a team of student employees

· Designed, updated website and created/marketed brochures, posters, and emails

· Implemented marketing/communication strategies via email marketing applications

· Customized and instituted brand graphics onto departmental website and materials

·  Created marketing advertisements for  products and classes
· Processed client deposits and invoices
· Updated department fiscal information on excel
· Organized and documented office and class procedures
· Ordered, re-stocked, and organized inventory and office supplies
· Processed and distributed outgoing and incoming mail/packages
· Assisted in the video production of continuing education classes and training materials
2006-2010
Receptionist                   Hmong Lao Language Services
    Boulder, Colorado

· Coordinated all scheduled translation appointments.

· Assisted translators with managing cases and clients.

· Processed billing to insurance companies and hospitals.

· Handled processing of client checks and cash.

· Created excel documents for efficient tracking of clients and deposits.

· Communicated effectively with staff, clients and business clientele. 

Additional Experience

2009-2011   Public Relations/Media Manager      Hmong Student Association of Colorado     
· Composed funding proposals and budget related documentation
· Developed and designed all event brand materials via Adobe Creative Suite
· Maintained and revised website, blog, and other social media sites

· Designed all print work for redistribution and media relations
Skills

· Computer applications – Quickbooks, Adobe Creative Suite, Google Docs, and Microsoft Suite 
· Bilingual – English and Hmong

Awards

· Volunteer Recognition Award – Awarded by Mark Udall

References: Available upon request
