See Lee

5096 W 77th Drive

Westminster, CO 80030

C: 720-318-3354  Email: see533@gmail.com
To obtain an entry level position, which will offer a variety of challenges and responsibilities where my ability and skills can be fully utilized.

Summary of Qualifications
• Excellent personal motivation with a proven ability to build and work collaboratively in a strong  

  team concept environment, and independently.

• Focused, versatile, dependable, multi-task oriented, flexible, positive, and able to adapt                                                                 

  effectively to challenging and emergency situations.

• Bilingual. Fluent in English and Hmong with well developed verbal and written communication.

• Expertise in customer service, manufacture assembly, and data entry.
• Intermediate skill in Microsoft Word, Windows 95/98/2000/XP, Excel, and Power Point.

Education

Front Range Community College, Westminster, CO

Pursuing an Associate’s Degree in Business Administration

Employment Experience

WalkMed Infusion, Englewood, CO






05/09-04/12

Production Lead

• Assemble, test, and solder products for infusion pumps, following manufacturing and testing   

  documentations.
• Train employee on repairs and maintenance of pumps.

• Build prototype production for engineering on an as needed basis.

• Maintain proper control of device traceability materials, handling scrap, and dealing with non-
  conformances.

• Review device history records on finished pumps.

• Assisted in purchasing department as needed.

Proto-Tel, Arvada, CO







12/06-04/09

Manufacture Assembler

• Installed components and parts such as disconnects, switches, semiconductor circuit on circuit 
  boards, panels, and other units.

• Examine and test parts for bad solder, lifting, chips, and proper assembly.

• Operate molding machine of finished protective covers.

• Load and packaged finished products for delivering or warehousing.

Answer All Secretarial Services, Westminster, CO



11/05-05/08

Telephone Receptionist
• Answered 120+ incoming calls per day. Assisted and directed client’s concerns to the correct 
  sources.

• Scheduled appointments for our client’s customers utilizing Times Keeper, Startel, and Turbo 
  Schedule.

• Took down messages and delivered to the appropriate party.

T-Mobile, Thornton, CO







08/02-03/03

Financial Services Representative

• Answered incoming miscellaneous calls from past due and delinquent customers.

• Analyzed and provided accurate information on customer’s wireless account.
COBE Cardiovascular, Arvada, CO






09/01-06/02

Data Entry

• Inputted numeric data in to excel database to process accurate inventory of medical supplies.

• Assisted fellow co-workers with filing, faxing, and copying paper.

References available upon request

