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SUMMARY OF SKILLS

· Outstanding interpersonal skills and Detail oriented
· Excellent verbal and written communication skills 
· Quick Learner, Flexible, and Dependable
· Fluent in both Hmong and English

PROFESSIONAL EXPERIENCES

Dunham Express										5/13 - present
Expeditor/Driver/Trainer
· Trained new driver on how to deliver items such as, medical and office supplies
· Entered specific delivery orders based on requested customer delivery times/dates
· Performed radio dispatching operating communication instruments and coordinating the overall Company’s scheduled service delivery system 
· Prepared paperwork (manifests, bills of lading, copies of delivery forms, and returns) to be filed/processed accordingly and as per customer
· Resolved questions directly so that customer and driver receives prompt satisfaction
MiraTec Systems, Inc., St. Paul, MN 							04/12 – 02/13
Graphic Laminator/Finisher
· Worked on flexographic  and vinyl printing materials 
· Maintained quality control on products, housekeeping, work safety and  supplies
· Operated pallet jack, hydraulic laminate roller, press machine, thermal welding, working blades, tape measure and sewing machines
· Used power tools and hands-on in handling, installing, positioning, and moving materials
· Set-up laminator machine 
· Shipping and receiving products and material supplies
Total Home Health Care, LLC, St. Paul, MN						10/11 – present
Personal Care Attendant
· Followed relevant safety regulations and state laws on vehicle operation and ensure that passengers  follow safety regulations 
· Pick up passengers at prearranged locations such as, medical center and doctor visitation 
· Maintained records of patient care, condition, progress report and discuss observations with supervisor
· Provided patients with help moving in and out of beds, baths, or automobiles and with dressing and grooming
· Planned, purchase, prepare, or serve meals to patients or other family members, according to prescribed diets
University of Minnesota, Minneapolis, MN 						06/10-10/11
Community Program Assistant
· Developed data spreadsheet and record daily performance of computer systems
· Answer user inquiries regarding computer software or hardware operation to resolve problems
· Inspect equipment on a regular basis in order to ensure proper functioning
· Provide one-on-one computer training, group presentations, outreaches and recruitments to maximize program exposure to the community

Sportsman Guide, South St. Paul, MN							01/09-07/10
Warehouse receiving Specialist
· Load and unload trucks, vans, and automobiles
· Maintained mail distribution/shipping and company-related services
· Delivered materials to departments, using work devices, such as conveyor and sorting bins
· Present bills and receipts and collect payments for goods delivered or loaded
· Certified to operate sit-down forklift, electric pallet jack, standard pallet jack, and Tugger
Branson Café, Branson, MO								06/04–10/08
Manager/Owner
· Maintain trucks and food-dispensing equipment and clean inside of machines that dispense food or beverages
· Drive trucks to deliver such items as food
· Load vehicles with listed goods and ensuring goods are loaded correctly 
· Managed all employee hiring, scheduling, training, interviewing and evaluating process
· Developed business strategic planning and marketing to increased restaurant earnings
· Responsible for maintaining, balancing financial account, prepare request for payment, bank deposits and post deposit to spreadsheets
EDUCATION
Metropolitan State University, St. Paul, MN
Still pursuing for Business Management/Informational Technology

VOLUNTEER
Sunday school Teacher, House of God Church, St Paul
Activities Coordinator for the Hmong Resource Fair

COMPUTER SKILLS
Windows XP/Vista/07/2010, Microsoft Office Suite, MAC, Install OS, Google Products, Social Networking, Desktop Setup, Printing, and Internet.

