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I am a self-motivated and reliable individual looking to transform my experiences into a administrative assistant position. I am eager to use my leadership skills to contribute to a growing company that would allow for advancement opportunities. 

QAULIFICATIONS
· Utilized HOST system, Salesforce, Lotus Note, and CDRAP.
· Rated as “Exceeds Expectations” by management
· Proficient in Microsoft Office Outlook, Word, Excel, PowerPoint, E-mail, and internet search engines
· Strong sense of urgency and learning with a positive attitude
· Team oriented, results driven, fast learner, and reliable

PROFESSIONAL EXPERIENCE	

J.B Hunt Transportation - Lowell, Arkansas 						                             03/16 – 07/16
Human Resource Office Specialist

· Constantly communicated with truck drivers through phone and email
· Assisted recruiters in ensuring applicants qualified for J.B Hunt
· Challenged to resolve customer’s issues with J.B Hunt truck drivers
· Authorized to help guide and direct students to trucking schools
· Assigned to lead discussions in assisting recruiters recruit the best truck drivers

Wal’Mart Associate Store - Bentonville, Arkansas    			          			            	   07/13 – 08/15
Sales Floor Associate

· Upheld the integrity of Wal’Mart’s core mission of customer satisfaction by offering exceptional retail service by transporting customer’s items safely upon carry outs
· Recognized on several occasions by upper management for exceeding expectations as a Sales Floor Associate by going above and beyond the requirements of a Sales Associate
· Promoted twice within a year to take on larger sales floor responsibilities (more store operations) as a result of exceptional team work and customer service 

Crystal Bridges Museum - Bentonville, Arkansas							     05/13 - 5/14
Banquet / Server Assistant
			        	
· Facilitated catering operations in a team environment by managing time efficiently to prepare and execute catering/serving operations to meet customer’s expectations
· Multi-tasked effectively in a cross-functional team to serve food orders
· Entrusted with operational logistics; set-up tables/floor plans  
· Maintained company standards in food service cleanliness

EDUCATION:

Bentonville High School – Diploma									      2006 – 2010

NWACC – Associate of Arts					      		                                             2010 - 2015

ORGANIZATION:

Served as Youth Director for First Hmong Community Alliance Church in Gentry, Arkansas.                    2012 - 2014
