Nina Nguyen

5033 W. 70th Pl, Westminster CO 80030

nina.nguyen@ucdenver.edu

(720) 323-4863
OBJECTIVE: To acquire a position that will enable me to use my educational background, strong organizational skills, and ability to work effectively with people.
SKILLS/STRENGTHS

-Proficiency in Microsoft Office (MS Excel, Word, PowerPoint)


-Good communication and writing skills


-Great with customer support services

-Ability to prioritize goals and daily tasks in the order of importance. 


-Enjoy learning new tasks and concepts

EDUCATION
University of CO, at Denver- Denver, CO                                                                        August 2007-December 2011  
· B.A. in Psychology, Minor in Studio Art

· Overall GPA: 3.2

RELATED COURSES


-Child Development


-Adulthood and Aging


-Cultural Diversity


-Social Psychology

EXPERIENCE
Medamorph/Gastroenterology of the Rockies                                                                   December 2012-November 2013
· Worked as an administrative assistant for the accounting department and as a medical records clerk. 

-Organized expense reports on Excel sheets.

-Scanned important financial information such as tax returns, and weekly invoices.

-Answered patients’ calls, and questions about medical history, doctors, appointments, etc.
MWH 

· Worked in Stock Administration                                                        April 2012-September 2012
                -Filed important documents regarding current and previous shareholders.

                -Confidentiality is essential.
Pho Saigon- Vietnamese Noodle and Grill   Greenwich Village, CO                                March 2011-January 2012
· Hostess/Receptionist

-Took orders from customers by phone and person

-Seated customers

-Cashier

-Explain any questions concerning the menu, hours, recommendations, etc.
Abercrombie and Fitch        Broomfield, CO


                             June 2009-August 2009

· Sales Associate


-Greeted customers with friendly personality


-Promoted the brand with an upbeat demeanor


-Maintain order in the dressing rooms, and sales floor
Abercrombie and Fitch Denver, CO          

                                             October 2006-June 2007

· Impact Member (Stockroom)


-assist customers with any questions concerning merchandise


-cashier


-restock, and display new merchandise 


-duties involved working the stockroom and the sales floor

HOBBIES/ACHIEVEMENTS
· Youngest member in the family to finish college

· Passionate about the healthy lifestyle
References

Aspen Wortinger-(720) 556-1897

· Co-worker from Gastroenterology of the Rockies

Jeannie States-(720) 257-2675

· Former co-worker from MWH

Laura Stube-(720) 427-0388

· College colleague 

