May Moua
12870 Cook Way, Thornton, CO  80241
Cell (303) 241-1603
Email – maylily07@hotmail.com
Summary of Qualifications
More than eleven years providing office administrative and clerical support.
Extensive ability post entries and maintain records of transactions, month end SAP closing.
Exceptional record maintenance skills.
Experience working in a cGMP, regulated work environment.
Complete knowledge of supplies, equipments and services ordering and inventory control.
Good eye for detail; well organized, skilled in setting priorities.
Proficient with Microsoft office programs, and use of database programs.
Work well independently or on a team.
Education
INTERFACE COMPUTER SCHOOL, Spokane WA				4/98 -1/99
Diploma – Office Administration and Computer Applications

SPOKANE FALLS COMMUNITY COLLEGE, Spokane, WA			9/90-3/93
Associate in Applied Science (AAS) – Fashion Merchandising

Abilities and Skills
	Internet                        MS Office 2003/2010                 Ability to handle multiple tasks
Keyboarding                PeopleSoft                                  Able to work independently
Pathlore                        SAP                                            Strong work ethic                
Data Entry                    FileSurf                                       Detail oriented


Experience
SANDOZ (Pharmaceutical), Broomfield, CO 					05/01 – 04/13
Administrative Assistant
Responsible for all administrative/clerical functions. Proficient with MS Office suite of software, 
SAP, PeopleSoft, Pathlore and Filesurf.  Keeps daily, weekly and monthly production total.  Maintains database for RTFT, generate charts, graphs and report for managers.  File and retrieve documents, records and reports.  Schedule archive box deliveries and pick up.  Maintains supplies inventory by checking stock to determine inventory level; placing and expediting orders for supplies; verifying receipt of supplies. Maintains and update SOP books, review batch records for completeness and accuracy, monitor and deliver all samples to lab, supports and assists department staff and managers, key payroll for all three shifts.

REGISTER OF DEEDS (DOUGLAS COUNTY), Omaha, NE			6/99-6/00
Clerk II
Keeps record of all mortgage documents, answer the telephone and responds to phone inquiries, log all incoming documents with book and page into a record book, prepares all documents for scanning, ensures that the scanned documents are in the system accurately and legible.  Input and retrieve information from a computer, up-dated all changes, data entry, pull and file microfilms.

