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Quality Control Office Assistant - Holz Rubber Inc. Corporation
Shoreview, MN 55126
kouthao209@gmail.com - (209) 817-3821
Seeking a Quality Control Tech position to utilize my knowledge hands-on experience inspecting precision production manufactured parts. To detail-oriented with computer programs and applications, excellent people skills and professionalism, the ability to multi-task, maintaining production, and to adapt interdepartmental coordination to maximize business functionality and efficiency. Authorized to work in the US for any employer
WORK EXPERIENCE
Quality Control Office Assistant
Holz Rubber Inc. Corporation - Lodi, CA - 2012-12 - Present
Developed new files, and organizing documents, Maintain company inventories supplies shortages, Typed document such as correspondence, email, sales, and memos, Quality control inspection, Document wastes materials and customers declined products, Training new employees, Order supplies such as chemical mixtures, chemical solution, tools, and machinery equipments, Label and stamps all paperworks for production employees, supervisors, and sales department, Estimates production supplies weighs for sales costs, Arranged daily safety discussion with all employees
Quality control inspection, Analyzing products quality and sales
Scientific Specialist Inc - Lodi, CA - 2012-03 - 2012-06
Managed
waste reports, and sales demands report, Arranged team discussion and presentation, Documenting products sent to test lab for inspection, Present lab
reports to supervisors and sales department for products improvements
Security Representative
Table Mountain Casino - Friant, CA - 2010-12 - 2011-09
Collect and document new hired employees' identification into human resources database, Typed reports, fax, emails, memos to supervisors and all staffs, Assist with customer services and EMS/EMT with medical procedures, Supervising monetary transactions and monetary transfers, Greeting customers and provide excellent customers services, Filing and documents police report involving thief, lost and found, banned customers, and medical treatment report, Assigned assignment for employees on a daily basis, Assigned badges and escorts for vendors and loomis officers, Picking up phone calls and transfer calls
Team Member and Customer Service
Panda Express Restaurant - Fresno, CA - 2009-10 - 2010-12
Providing excellent customer services, Process customers' orders, Inspecting
food quality, Depositing cash to bank, Counting money profits transactions, Greeting customers and convince customers increase of sales, Ordering ingredients and other inventories storage of supplies
Team Member and Customer Service
Carl's Jr Restaurant - Lodi, CA - 2007-07 - 2008-05
Providing excellent customer services, Process customers' orders, Inspecting food quality, Depositing cash to bank, Counting money profits transactions, Greeting customers and convince customers increase of sales
EDUCATION
Bachelor of Science in Business in Management
University of Phoenix - Fresno, CA
2011-07 - 2015-01
Certification
Fresno Adult School - Fresno, CA
2009-03 - 2009-07
Diploma
Ronald E. McNair High School - Stockton, CA
2004-07 - 2008-06
SKILLS
Microsoft Office, Microsoft Office 2010, MS OFFICE, Office 2010
ADDITIONAL INFORMATION
Skills
· Proficient in Microsoft Office 2010
· Excellent Customers Services
· Effective Interpersonal Communication Skills
· Efficient Machine Tech
· Knowledgeable in Emergency Procedural Protocol
