Jonathan Wang
3000 Huron Peak Place
Superior, CO 80027
(720) 854-9952
jywang@colorado.edu

Employment
Administrative Assistant										March 2012-Present
Omni-Financial											Broomfield, CO
· Monitored and responded to the needs of a 150 client base with written and verbal communication;
received assistant of the month award
· Performed tasks of organizing financial documentation and prioritizing deadlines
· Analyzed business financial statements and records, evaluated and recommended potential resolutions
· Prepared and submitted financial proposals to taxing authorities to resolve tax liabilities
· Maintained and updated the accuracy of all financial information and records
[bookmark: _GoBack]
Operator											August 2011-March 2012
Covidien (Kelly Services)										Boulder, CO
· Set up work stations, tools, inventory and needed documents for the production line
· Performed technical assemblies for six medical product lines
· Ensured the production area is supplied with materials for daily production
· Maintained traceability and records for materials in the assigned work area

Education
APICS (The Association for Operations Management)
Pursuing the Certified in Production and Inventory Management (CPIM)

Module 1 Basics of Supply Chain Management 								August 2013
· Fundamental relationships among supply chain activities
· Enterprise resources planning
· Lean
· Quality management
· The theory of constraints

Module 2 Master Planning of Resources 								(Expected February 2014)
· Creating and evaluating a quantitative forecast
· Calculating performance measurements relating to customer service policy
· Preparing month-end reports and responding appropriately
· Calculating a production plan and master schedule
· Creating a distribution plan

Bachelor of Science in Business Administration 							May 2011 
University of Colorado at Boulder	
Emphasis: Operations Management
GPA: 3.035/4.000

Relevant Courses
· Service Operations
· Supply Chain Management
· Managing Business Processes
· Sustainable Operations
· Critical Leadership Skills
· Strategic Management
· Project Management

Golf Course Operations Project									December 2010-May 2011	
Bay Harbor Golf Club										Boulder, CO
· Analyzed business capacities and processes to identify areas of improvement
· Evaluated and selected the most effective solution for increasing the customer service level
· Recommended an optimal solution that potentially maximized potential revenue

Market Research Project										August 2010-December 2010
Twenty Ninth Street Lifestyle Center									Boulder, CO
· Participated on a team of six students with the goal of determining consumer behavior
· Determined the project scope and planned milestones and deadlines
· Collected, organized, and analyzed 800 surveys of consumer behavior data
· Proposed a business plan with the potential to increase the bottom line by 18%

Skills
Software: Microsoft Word, Excel, PowerPoint, Outlook
