Tashni M. Yang
8312 Emerson Avenue North

Brooklyn Park, MN 55444

Phone: 612-715-2818 Email: tashniyang@yahoo.com
Over 14 years of responsible corporate experience as an Administrative Assistant with a proven record of accomplishment in the areas of sales, client relations, scheduling, staff supervision, and general office operations.  Strong organizational abilities combined with excellent interpersonal and leadership skills that allow me to work effectively with other people.  

Employment History 
August 2012- March 2014

Best Source Electronic Company, MN
On-call Office Assistant/ Production Assembly

50% supports quality inspection department inspecting out going orders following by filing, copying, scanning, make manuals, correspondence through phone and e-mail, working within Excel spreadsheets, and entering data into the company database. Other job duties includes backup shipping assistant in shipping department and help production in finished urgent orders that needs to be ship out to customers.

June 2004-April 2011

Midland National Life, SD
Sales Agent
Determines clients' particular needs and financial situations by scheduling fact-finding appointments; determining extent of present coverage and investments; ascertaining long-term goals. Developed a coordinated protection plan by calculating and quoting rates for immediate coverage action and long-term strategy implementation. Obtains underwriting approval by completing application for coverage .Completes coverage by delivering policy; planning future follow-up visits and evaluations of needs. Provides continuing service by providing direct deposit forms; processing changes in beneficiary and policy loan applications. Provides death benefits by delivering policy proceeds; reassessing client needs. 

September 2004- April 2009
Forthright, St. Louis Park, MN 
Legal Assistant
Responsible for typing and modifying legal documents accurately and within requested time frames for assigned legal group, reviews and routes incoming mail, prepares and processes outgoing mail and faxes, arranging for specialized mail or messenger services as required, ensures that all attachments, exhibits and enclosures are included, maintains paper and electronic files in compliance with current policies, makes photocopies, faxes documents and performs other clerical functions, receives, sorts, and forwards incoming mail and faxes for office staff, forwards mail and faxes to outside locations as applicable, and prepares mail for daily delivery to 1) the post office (weighs and stamps items, prepares certified mailing, etc.) or 2) express mail services (UPS, FedEx, etc.)
Education

Minneapolis Business College, Roseville, Minnesota



Graduate of Administrative Assistant Program, April 1999
Area of Study
Human Relation in the Workplace
Office Procedures




Professional Development 

Keyboarding




Oral Communications


Word Processing




Electronic Spreadsheets

Database Management




Essential of Accounting

Document Formatting


Skills/Software
Microsoft Access


Keyboarding-60 wpm




Microsoft Excel


Microsoft PowerPoint





Microsoft Word


WordPerfect




Internet Searches


10- Keys




Microsoft Outlook

