Lisa Ha
3314 Bien Way  *  San Jose, CA 95148  *  (408) 430-6390  *  lisayenha@gmail.com
EDUCATION:
				
Hawaii Pacific University										      Honolulu, Hi
Master of Arts in Organizational Change								          Fall 2013-Present

Culturally Adaptive Organizational Leadership Certificate 					        Fall 2013 - Present

Organizational Change and Development Certificate						        Fall 2013 - Present

University of California, Davis										         Davis, CA
Bachelor of Science, Biological Sciences 								      March 2010
Emphasis in Neurobiology, Physiology, and Behavior 

EXPERIENCE:

Beau-coup											        Mountain View, CA
Jr. Vendor Coordinator		           							   May 2013 – Aug 2013
· Responsible for processing orders for vendor accounts
· Review orders for accuracy and completion
· Respond to customer inquiries via phone or emails within a time frame
· Follow-up with vendors and customers on customer issues or orders
· Update product inventory and descriptions on company website
· Document all actions and responses in customer Stone Edge database

C S Bio													Menlo Park, CA
Quality Assurance Associate									     Oct 2011 – Jan 2013
· Inspecting Good Manufacturing Practice for products at various stages of peptide production process by ensuring that corresponding Standard Operating Procedures are followed from start to finish
· Analyze and test peptides by running Mass Spectrometry and High Performance Liquid Chromatography
· Create Certificate of Analysis for products that meet specifications
· Draft batch production records folder
· Maintain employee records and training status
· Maintain and update document control and tracking databases
· [bookmark: _GoBack]Provisioning and managing of documents and files on cloud-operating platform through Box

Roundleaf, Inc. 											   San Jose, CA
Client Support Representative/Administrative Assistant					      Oct 2010 - Oct 2011 
· Provide outstanding client services and resolve client issues
· Answer a multi-line phone system, scheduling of clients, and managing documents
· Draft and review contracts for incorrect and missing information
· Complete and organize quarterly file audits: Credit Report Authorizations and Debt Settlement Acknowledgments
· Update client activity and documents on Customer Relation Management database and Sugar to ensure data integrity
· Support of direct and indirect management team in maintaining projects and cases

Santa Clara Valley Medical Center									   San Jose, CA
Volunteer 											    Mar 2011 - May 2011	
· Therapist assistant
· Clerical assistance and supply management

DD’s Discounts											   San Jose, CA
Retail Associate 										     Jun 2010 - Sep 2010	
· Cashier, down stocking and maintaining inventory, and personal shopping assistant

Willett Elementary School										         Davis, CA
Teacher’s Assistant Intern									      Apr 2009 - Jun 2009	
· Assist 2nd graders with all subjects; includes math, language arts, and science
· Lead a reading group and teach science lessons to the whole class

Yolo County Office of Education									  Woodland, CA
Teacher’s Assistant Intern 									    Sep 2008 - Dec 2008	
· Assist pre-school students with daily activities
· Assist teachers with creative activities curriculum

Trimmer Lab										    University of California, Davis
Lab Assistant 											    Sep 2007 - Sep 2008	
· Dilute solutions 
· Maintaining inventory count of all products and ordering supplies 
· Washing lab instruments and autoclaving

ACTIVITIES:
University of California, Davis
· Co-coordinator, Progress Ranch Program (H.E.L.P. Club)					      2009 - 2010

Independence High School
· Member, Badminton team						                               Spring: 2004 & 2006
· Member, Girls Tennis team							                       Fall: 2004 & 2005

SKILLS:
Computer:	Microsoft Word, Excel and PowerPoint
Languages:	Bilingual and biliterate in English and Vietnamese




