Pachia Yang
Cell: 720-210-4499 ▪ Email: Pachiayang26@gmail.com ▪ 7074 Ingalls Court ▪ Arvada, Colorado 80003


Detail oriented and dedicated professional seeking an entry level position within a growing establishment that is seeking an individual with strong business and customer service skills.


Education 
Front Range Community College – Westminster, Colorado				  06/12 – 12/14
Enrolled for a transferrable Associate of Science Degree 

Arvada High School – Arvada, Colorado 							    08/04 – 05/08 
High School Diploma 


Experience 

Human Resources Assistant and Office Admin DIA      					11/13 – Current 
QUIZNOS CORPORATE | Denver, Colorado 
Human Resources
Prepare accurate and timely bi-weekly payroll 
Process new hires into HRIS 
Maintain employee personal files
Retain compliance with I-9
Review benefit invoices 
Complete in-coming employment verifications
Compile HRIS reports
Manage HR projects and assists with various clerical tasks
Office Admin DIA
Responsible for the accuracy and completeness of Quiznos DIA store financial statements
Account reconciliations and journal entries
Resolve cash discrepancies
Support corporate restaurant employees at Denver International Airport

Front Desk Receptionist      							   	 04/13 – 11/13 
QUIZNOS CORPORATE | Denver, Colorado 
Greet all incoming visitors
Handles switch board to transfer calls accordingly 
Manage calendar for all conference rooms
Maintains and organizes data within the UPS system 
Oversees Eon records for office supplies
Process new hires into HRIS 
Maintain employee personal files
Verifies bi-weekly payroll for Human Resources 
Perform various clerical tasks and assists with HR projects



Front Office Registrar 									    12/10 – 03/13 
APEX PRD | Arvada, Colorado 
Responsible for frontline customer support 
Provides AP and AR support for the Apex Simms Center
Balances G/L for recreational field rentals
Perform clerical tasks and assist with recreational projects
Handle multi-line phone calls regarding guest services and registration 
Process daily visits and cash deposits 
Manage daily program registration 

[bookmark: _GoBack]Teller											    08/08 – 11/10 
Wells Fargo | Wheat Ridge, Colorado 
Manage customer applications to complete daily customer banking transactions 
Receive in and handle large amounts of cash 
Balance general ledger for cash vault and cash drawer
Responsible for filing back office paperwork on a weekly basis 
Ensure that customers receive great service and experience through individual banking transactions 
Handle product sales of financial products to current and new customers 



References 
Available upon request
