	LENA NGUYEN
9262 Vance Court Westminster, CO 80021  Lena.K.Nguyen@gmail.com  (303) 437-4901

	
Objective

	
To acquire a position to sharpen my business skills in a professional environment that encourages innovative thinking, creativity, and the opportunity to flourish professionally.

	
Qualifications

	
· Professionalism addressing concerns among all levels of management while maintaining the highest level of confidentially.
· Strong analytical and problem-solving skills with success implementing solutions to attain optimal efficiency.
· Ability to work effectively under time constraints and deliver results by critical deadlines.
· Excellent written and verbal communication skills.
· [bookmark: _GoBack]Proficiency with computer applications and software including Microsoft Word, PowerPoint, Excel, Access and Outlook.


	
Relevant Coursework
	
· Principles of Accounting I & II
· Business Statistics
· Business Communications

	· Principles of Management
· Legal Environment of Business
· Principles of Marketing


	Experience
	Class Action Administration, Inc.
Associate/Clerk

	
Westminster, CO
Nov. - Dec. 2013

	
	· Provided inquiries to class action lawsuits and resolved concerns and general service requests.
· Performed daily office duties comprised of filing, data entry, mail ….processing, and updating marketing and brokerage databases.

	

	
	Front Range Community College
Student Hourly

	Westminster, CO
2011-2012

	
	· Worked with multiple departments to plan to execute student evaluations.
· Performed clerical duties including filing, data entry, updating and managing schedules, records management, database, and incoming mail.
· Provided timely, courteous, and knowledgeable response to information requests; screened and transferred calls; and prepared official school correspondence.

	

	
	Wendy’s
Cashier

	Arvada, CO
2006-2007

	
	· Accurately handled sales transactions and kept proper cash accountabilities at register.
· Assisted employees during peak hours to foster teamwork while providing exceptional service and guest dining experience.

	

	Education 
	
Regis University					                                                Denver, CO  Major: Business Administration 

Front Range Community College 			                                       Westminster, CO  Associate of Arts - Business  					                                  August 2013                    
Certificate in Business Specialization				                             December 2013
Certificate in Management Basics	                                                                    December 2013                                                                               


	



