	9672 harrow avenue, south ♦ cottage grove, mn  55016

	phone (763) 232-9947


teng yang
	PERSONAL PROFILE

	Detail oriented, bilingual professional accustomed to working in a fast paced, high pressure work environment with over 7 years of banking operations experience.  Ability to meet deadlines while managing multiple tasks with completeness and accuracy.  Ability to work as part of a team or as an individual.

	

	EDUCATION

	09/96 – 06/98
	Saint Paul Tech
	ST. PAUL, MN

	
	Graphic Arts Diploma
	

	
	
	

	09/92 – 06/96
	Como High School
	ST. PAUL, MN

	
	High School Diploma
	

	
	
	

	TECHNICAL SKILLS AND ABILITIES

	
	· 10 key and data entry skills
· Ability to perform repetitive work

· Computer literate
	

	

	MACHINERY AND PROCESSING SKILLS

	
	· Heidelberg Press 


· AB dick press

· Sticker Press 

· Making negatives

· Adobe Shop   

· Bindery 
	· Paper cutter

· Quark Xpress

· Laminating

· Making plates

· Burning images

· Reading measurements
	· Typesetting

· Adobe illustrator

· Desktop publishing

· Typography

· Scanning images

· Graphic design

	

	PROFESSIONAL EXPERIENCE

	12/98 – 08/06
	US BANK
	ST. PAUL, MN

	
	Transaction Processor
	

	
	Responsible for detailing checks and reviewing and preparing incoming and outgoing cash letters.  

· Prepared and validated incoming transactions from the Federal Reserve Banks and other banking institutions.  

· Ensured batch tickets matched corresponding cash letters.  Balanced, reconciled errors, and made credit adjustments when necessary.

· Operated a proof machine to balance transaction details and to correct encoding errors.

	
	
	

	06/95 – 08/95
	THE ORIENT
	ST. PAUL, MN

	
	Food Server
	

	
	Responsible for serving food to customers in a timely matter.  
· Took customer’s orders, served food and beverages 

· Organized supplies to efficiently improve restaurant’s operations.  

· Serviced an average of 60 customers per hour in a fast pace environment. 

	
	
	

	06/94 – 08/94
	PUBLIC HOUSING AGENCY
	ST. PAUL, MN

	
	Data Collector

	
	Responsible for collecting data regarding subsidized housing development renovations.
· Reviewed public housing policy with tenants and informed tenants about renovations to their current homes.

· Interviewed tenants about their thoughts and feelings on the renovations.

· Recorded and presented findings to the manager of the St. Paul Public Housing Agency.

	
	

	REFERENCES

	References available upon request.



