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	nguyen.s.sang@gmail.com

	5747 Lone star drive • San diego, CA 92120 • (510) 709-5938


Sang nguyen
	Education

	2009 - 2013        San Diego State University	
BS Business Administration - Finance

	work Experience

	
	January 2013 - Present    San Diego State University	
Administrative Support Assistant for Enrollment Services
· Sort, process and scan documents into applicant and continuing students’ official record on SIMSR, DARS and On Base Archive
· Verify, edit and correct transcript images using OCR for Hyland software
· Data entry of course history from transcripts onto DARS academic record
· Evaluate and post Advanced Placement and International Baccalaureate Exam score reports 
· Manage academic files received for not enrolled students at SDSU and continually reviewing those documents for enrollment and records retention
· [bookmark: _GoBack]Provide front-desk representation, clerical support and customer service for the Office of Advising

 June 2011 – December 2013     San Diego State University	
Student Assistant
· Supervise a team to organize and assemble packets for all newly admitted students
· Maintain physical filing system for all transcripts
· Receive, screen, and route all correspondence 
· Provide office support to academic advisors and evaluators for different departments (Admissions and New Student Parent Programs)
· Provide answers to general questions regarding undergraduate general education requirements and deadlines
· Other general clerical duties includes: deliver professional reception services to all guests, disperse blank forms to students as needed, and check-in students in need of academic advising 


	Extra curricular Activities

	
	August 2013 – December 2013		                       
Participated in Various Case Studies at SDSU
· Participate in mock consulting projects with a small team of colleagues  
· Analyze data given and figure out the best approach to solving the firm’s problem by forecasting or projecting future cash flows and financial statements to determine whether or not a firm should take on a project
· Present a detailed presentation highlighting how to address the problems of a firm
September 2009 – December 2013                Sigma Phi Omega Sorority, Inc. 	
Treasurer                                                             May 2011 – May 2012
Sergeant of Arms                                                               May 2010 – May 2011

	skills

	
	Proficient in Microsoft Office Suite (Word, Access, Excel, PowerPoint)
Excellent communication and interpersonal skills
Deadline oriented, resourceful, and a team player
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