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Taozong Lee
[bookmark: _GoBack]Objective 	
To get a position as a Legal Secretary.       
Profile 	
I am motivated and have the talent for quickly mastering technology. In my experience, I have great customer service skills and lots of interaction with others. I am great at filing and data entry as well. I am currently attending University of Colorado Denver and taking criminal justice courses. 
I am flexible and versatile. I am able to maintain a sense of humor under pressure..I have excellent team-building skills.
Skills Summary	
	Computer Skills
Teaching
Tutoring
Data Entry
	Answering Phone
Customer Service
Filing
Front-Office Operations
	


Experience	
Customer Service/front office
Answering Phone-Lines
Face-to-face interaction
Filing
Computer Usage
Computer skills
Microsoft Office 
IBM SPSS
FileMaker
Internet-Usage
Workstation
Lexis Nexus
	
Employment History	
QC DATA – DENVER, CO
Technician 1, 2013 to Present 
T&T ORIENTAL VIDEO - WESTMINSTER,CO   
Owner, 2011 to Present 
NEIMAN MARCUS – DENVER, CO
Loss Prevention Investigator, 2013 to 2013
FORENSIC LABORATORIES – DENVER, CO
Assessioning Technician, 2013 to 2013
LAW OFFICE OF SANDOMIRE & SCHWARTZ – DENVER, CO
Legal Assistant, 2013 to Present 
GRADUATE BUSINESS SCHOOL AT UCDENVER. – Denver, CO
Assistant, 2012 to Present
UNITY ASSET MANAGEMENT – Broomfield, CO
Clerk, 2011 to 2011
WENDY’S INC. –  Thornton, CO
Employee, 2009 to 2010
Education	
UNIVERSITY OF COLORADO DENVER– Denver, CO
Bachelors in Crimnial Justice in 2013	GPA: 3.30/4.0
FRONT RANGE COMMUNITY COLLEGE – Westminster, CO
Generals                                                                              GPA: 3.68/4.0

SKYVIEW ACADEMY– Thornton, CO
Diploma in 2010	GPA: 3.9/4.0
Reference	
        Mark Pogrebin - University of Colorado Denver Professor in Criminal Justice
        P.O. Box 173364 - Campus Box 142
        Denver, CO 80217 - 3364
        Phone: (303) 315 - 2871
        Fax: (303) 315 - 2229

        Kao Lee – First Hmong Baptist Church Deacon
        378 Mt. Wilson St.
        Brighton, CO 80601
        Phone: (303) 886 – 9581

        Nancy Vega – Supervisor at the Graduate Business School Admissions
        P.O. Box 173364
        Campus Box 165
        Denver, CO 80217
        Phone: (303) 315 – 8203
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