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Summary of Qualification
· Native Japanese speaker, and Mandarin Chinese Proficiency Test (HSK) Level 2 (China 1996).
· Ability to organize, prioritize, heavy workloads and deadlines with attention to detail.
· Ability to maintain high level confidentiality.
· Punctual, fast learner, and work well with others.
· Passionate about investigating, analyzing, and solving problems.

Education

Regis University, Denver, CO						      Expected Graduation March  2013  
Master of Computer Science in Information Assurance		                                            GPA 3.833

Regis University, Denver, CO							                            August  2012
Graduate Certification of Information Assurance				                               GPA 3.833

Metropolitan State College of Denver, Denver, CO				                       December  2007
Bachelor of Science Criminal Justice and Criminology			                                 GPA 3.68
Minor in Political Science
Member of Pi Sigma Alpha (The National Political Science Honor Society)

Zhongshan University, Guangzhou, China					          Graduated January 1997
Certification of Completion in Chinese Language


Computer Skills

Operating Systems 	 Windows Server 2003, Windows Server 2008, Oracle Enterprise Linux, Windows 7, 
			 Vista, XP, Linux (Ubuntu, Mint).
Hardware		 Servers, Routers, PC’s
Software		 MS Works, MS Office (Word, Excel, OneNote, Power Point, Publisher, Front Page), 
			 OpenOffice, Outlook Express, Photoshop, Movie Maker, Picture It, GIMP, Roxio
			 Creator, Adobe Acrobat, Adobe Acrobat Connect, PuTTY, Wireshark, VMware, GNS3, 
			 BackTrack 5, Zenmap, Splunk, Citrix, Kemp's Case Works (KCW) Case Management,
			 basic HTML.
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Work Experience

Colorado Legal Services, Denver, CO					August 2008 to Present
Legal Assistant Volunteer	
· Assistant to legal secretary, archiving data entry, preparing and closing cases in the data base.
· Organized file documents and records to ensure retrieving them with ease when necessary.
· Conducted a special project to maintain and update the office data base for facilitating staff’s 
     productivity.
· Solving problems of case information between the data base and hard copy files to maintain accurate data.
· Organizing, updating, and researching relevant organizations and agencies’ brochures for clients.

Adams County Public Defense Office, Brighton, CO			May 2006 to August 2006
Intern Investigator
· Assisted of the Public Defense attorney collecting information including interviewing clients and witnesses, creating and delivering Duces Tectum subpoenas, and obtaining the discovery from the DA office to completely create the case file for the trial.
· Solving the problem of obtaining information from uncooperative witnesses, victims and organizations and elaborating the plan for succeeding the trail.
· Conducting as a liaison to streamline the communication between the clients and attorneys.
· Prepared rebutting strategies by researching and analyzing new facts for cases.

SUSHI TAZU, Denver, CO						December 2001 to March 2003
Restaurant Floor Manager
· Managed the restaurant business to enhance business productivity and customer’s satisfaction.
· Monitored 10 employees’ schedules, duty and payroll, and evaluated their performance.
· Advanced planning for special events, sales, and offering service for customers.

Dragon Pearl Culture Consulting Ltd., Hong Kong			February 1997 to March 2000
Managing Director
· Consulted Japanese companies in China business ventures.

Toushin Preparatpry School, Chiba, Japan				March 1995 to February 1995
Instructor
· Instructed English and Mathematics to Elementary, Junior, and High School students to contribute to their academic goals.

SOGO Corporation, Chiba, Japan					January 1990 to February 1995
Sales and Marketing
· Outside sales and customer acquisition.
· Developing advertising and special events.
· Management of inventory to ensure facilitating customer’s satisfaction.
