Kao Lee Thao
5108 76th Place North 
Brooklyn Park, MN 55443
Cell: (651) 231-8888 
Email: vueyang85@gmail.com

[bookmark: _GoBack]EDUCATION: 
	January 2014 – Current	Masters Multidisciplinary in Human Services
					Capella University, Minneapolis, MN 55402
 
July 2011-Dec 2013		BS Business Mgmt. Human Resource
					Rasmussen College, Bloomington, MN 55437

June 2009-June 2011		AAS Law Enforcement
				Rasmussen College, Brooklyn Park, MN 55445
				     
EXPEREINCES:
	Jan. 2014 –  Apr. 2014		Office Admin. Specialist Sr. State of MN Department of Human Services
· Provides support services to eligibility & case maintenance activates of health care programs: MNsure Marketplace/MN Family Planning Program.
·  Enter data accurately into the appropriate system; if applicable make a determination regarding program eligibility. 
· Analyze data associated with application & reenrollment. Determine completeness to allow for processing. 
· Utilize multiple computer based systems (MMIS,MAIX, Crinum).

March 2013-Oct. 2013		Veteran Affairs Specialist, Walden University
· Provides information and guidance in the areas of Department of Veteran Affair’s educational benefits and eligibility.
· Response to students’ concerns/questions regarding VA benefited via phone calls/E-mails.
·  Research the databases to analyze and resolve students’ VA benefits by applying VA and Walden policies and procedures.
· Work with Overpayment and Debt Management notices from the VA Regional Office.
· Educate students and internal departments regarding charges, fees, reporting, and overpayment notices. 
				
March 2012-Dec.2012		 Assistant Client Account Representative, Securian      
· Prepared, produced and reconciled premium billing statements.
· Administered and resolved out of balance premium and eligibility issues.
· Worked directly with clients to ensured accuracy & timeliness of premium/fee reporting.
· Investigated and resolved issues reported by clients/Financial Institutions.

				
Oct. 2010-March 2012		Senior Security Officer, Securian
· Patrolled industrial and commercial premises to prevent and detect signs of intrusion.
· Responded to alarms/disturbances calls.
· Wrote reports of daily activities, incident reports and irregularities.
· Monitored and authorized entrance/departure of employees, visitors and other persons to guard against theft.

Jan. 2010-Oct. 2010		Security Control Operator (Call Center), US Bank
· Coordinated testing of alarm systems and prepared activity reports.
· Monitored security console & control center alarms to detect and responded to security and safety alarms. 
· Dispatched appropriate authorities to locations as necessary.
· Resolved problems by clarifying issues; researched and explored alternative solutions and implemented solutions; escalated unresolved problems. 

March 2009 –Jan. 2010	Universal Banker, US Bank
· Performed intermediate duties and support related branch operational activities and financial services. 
· Processed all new accounts transactions and assisted customers in their selection of various accounts and financial services. 
· Performed branch clerical duties and promoting business for the Bank by maintaining good customer relations and referring customers to appropriate staff for new service.  

Feb. 2008 –March 2009	Teller, US Bank
· Identified customers, validated and cashed checks, prepared cashier’s checks, money orders, processed bank cards/check requests, received/verified loans/mortgage payments, etc.
· Ensured compliance with all internal controls and established policies and procedures.

SKILLS/QUALIFICATIONS: 
· Ability to interpret policies and procedures
· Very detail oriented, organized and multi-tasking in order to meet deadlines. 
· Able to adapt to a fast pace environment and/or any environment easily and quickly. 
· Have excellent oral and written communication skills. 
· Great problem solver and experienced working with a diverse population. 

Computer Skills:	Microsoft office 2010/Lotus Notes/Outlook/Mainframe/Stone Eagle/VIVA
E-Services/Banner/MMIS/MAIX

Language Skills: 	Fluent in speaking Hmong.

MILITARY SERVICES:
· Army National Guard/ E-3     Sept.2006 – Sept.2008	    92Y-Supply Clerk	   Honorable  Discharge	 
· Inactive Army Reserve/ E-3   Sept.2008 – Sept.2013	    92Y-Supply Clerk	   Honorable  Discharge

Reference: Available upon request.
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