Janet Minh Nguyen Knake

3914 West 63rd Place

Arvada, CO 80003

(720) 839-0180

Jhknake@hotmail.com
Summary of Qualifications

· Bilingual – speak, read and write English and Vietnamese

· Computer skills – Lotus 1-2-3, WP 5.1, MS Word and Outlook, Excel, Power Point, Alpha IV Data Base and Dos – 75 wpm.

· Successful proven leader, equally effective as member of a team and attentive to details.

· Highly organized, able to multi-task and accomplish multiple objectives successfully.

Professional Work Experience

Transportation Security Officer







2011 to 2012

TSA











Denver, CO

· Challenged suspicious people and followed security protocol.
· Breached security was handled according to Standard Operating Procedures.

· Monitored passengers flow through screening checkpoints to ensure order and efficiency.

· Provided front line security and protection of travelers, airport and airplanes 
by detecting dangerous or prohibited items on passengers or in baggage.

· Validated Checked Passenger's tickets for accuracy and handling designations. 

Accounts Payable









2008 to 2010

Gulshan Enterprises









Houston, TX

· Performed basic accounting functions for restaurants/convenient stores.

· Processed and reconciled daily invoices and month end bank statements.
Store Manager









2005 to 2008

Sea V Food Mart









Spring, TX

· Managed store pricing and distribution of products.

· Reviewed financial statements-accounts in order to reduce costs and improve sales activities.
· Coordinated staffing and work schedules and assigned specific duties.

· Established and implemented departmental policies, goals, objectives and procedures conferring with Shell Corporation.
· Determined staffing requirements to include employee  reviews, hiring, and training.

CFS Clerk/City Letter Carrier







1998 to 2005

United States Post Office








Denver, CO

· Data entry, mail distribution and delivery including express/priority mail.

Administrative Assistant








1998 to 2000

USA Export Corporation








Denver, CO

· Assisted president of company with memos, invoices, a/p, a/r, payroll and month

      end closing.

Education

International Business-University of Colorado-Denver, CO




1992 to 1994

High School Diploma-Westminster High School-Westminster, CO



1989 to 1992

