KOUA S. THAO
6560 FOXTAIL COURT S.
COTTAGE GROVE, MN 55016
SWATBULLIESSCOTT@GMAIL.COM
916.544.3857
_____________________________________________________________________________________

[bookmark: _GoBack]OBJECTIVE: I am seeking a position that is challenging while at the same time, encourages personal and professional growth; where I can utilize my management/supervisor skills. 

EDUCATION:
September 1989- May 1993
Edison Highs School, FRESNO CA

WORK HISTORY:

Production Supervisor                  American Building Supplies                        Sacramento, CA
August 2010- June 2015
· Prepare daily schedule for production crews and oversee the preparation of materials to meet daily/ weekly orders.
· Supervise and direct the duties of operations personal in production.
· Verify orders, invoices, log tags for daily production
· Track and maintain daily production records including units per man-hour.
· Work with other departments as needed to ensure deadlines and delivery dates are met. 
· Serve as liaison between the production departments and the sales departments. 
· Train new hire staff and existing staff as required. 

Project Coordinator                     House of Hope for Youth, Inc.                         Fresno, CA
October 2001- June 2010
· Oversee the facility and staffs.
· Serve as a liaison between the county police department, family and, school district.
· Monitor daily operations/activities for individual youth. 
· Track all invoices, logins, incoming/outgoing mails, and youth progress reports.
· Provide interpreting as needed to non- English family.
· Train all new hires, staffs, and volunteers. 


Volunteer / Community Activities:

Outreach Coordinator                      House of Hope for Youth, Inc.                         Fresno, CA  
June 2001- September 2001
· Pair mentors with mentees	
· Facilitate meetings
· Arrange meetings with students and staff
· Facilitate Youth meetings    
· Assist families to connect w/ community resources
· Facilitate program meetings 







Knowledge/Abilities:
· Ability to manage complex issues creatively & effectively
· Organizational and planning skills.
· Strong communication & interpersonal skills.
· Ability to secure and handle confidential data regarding the knowledge of human resource policies, practices and procedures.
· Ability to appropriate a positive customer interaction while handling difficult situations.
· Ability to interactive effectively with District administrators, staff and the general public, which includes a diverse population representing a variety of cultural, ethnic and socioeconomic backgrounds and confidential information appropriately.
· Able to perform data management to include data entry and filing. 


Computer Skills:		MS Office, Excel, Word, PowerPoint, Outlook, 50 WPM

References:			Available upon request


