


HENRY LE
1000 S. Irving St.  Denver, Co 80219     720-519-3295     henrydle@outlook.com
To obtain a position as a front desk receptionist where I can maximize my organizational skills in a challenging environment, thus achieving a high degree of work efficiency. Highly skilled in answering and forwarding phone calls. Hands-on experience in receiving, sorting, and routing mail. Excellent communication skills oral and written in Vietnamese and English. 

Experienced in office organization and administration records and database management.

Computer Skills: Microsoft Windows, Word, Excel, PowerPoint, Access, and Outlook.
Office Equipment: Fax machines, photocopiers, and general office equipment.

Typing: 40WPM
PROFESSIONAL EXPERIENCE
Community College of Denver
Student Preceptor –Teaching Learning Center



                    08/ 2014 – 05/2015
· Communicate through mailings, handouts, and posters

· Manage materials required for trainings

· Assist in production of materials to be distributed

· Teach students Desire2Learn

· Assist students in person, by phone, and e-mail 

· Assist with organization of center resources

Office Assistant –Center for Math and Science




        01/ 2014 – 05/2014
· Greeted students in a friendly and supportive manner
· Answered incoming calls and directed calls to an appropriate department
· Kept supplies and office equipment fully stocked
· Assisted office staff in projects and maintained a high level of professionalism in the office. 
Office Assistant – Center for Educational Advancement



         08/2013 – 12/2013
· Built relationships with students, peers, and school personnel
· Performed general office duties such as answering the phone, returning voicemail messages, filing, copying, errands, and other duties as assigned
Office Assistant – Academic Support Center 




           01/ 2013 – 08/2013
· Greeted students in a friendly and supportive manner
· Assisted students with sign in/sign out process and activate ID cards
· Answered phones in a professional manner and directed calls to the appropriate person or department
· Provided information to students and staff regarding the services offered in the ASC centers

· Attended all departmental meetings and regularly scheduled training sessions
· Resolved basic technical problems related to printers and files
EDUCATION
Community College of Denver
Associate of Applied Science in Administrative Assistant, minor in Medical Administrative Assistant (In Progress)
Community College of Denver
Certificate in Office Assistant (Completed August 2014)
HONORS & AWARDS
Thomas T. Grimshaw Scholarship, 2014; 2015






 

Community College of Denver Alumni Scholarship, 2014; 2015 



Community College of Denver General Scholarships Award, 2014       
Grandview High School Faculty Award and Senior Awards, 2012



PROFESSIONAL ASSOCIATIONS
Member, International Association of Administrative Professionals (IAAP)

