 (
6334 Julian St. Denver, Co 80221
720-879-1947    amandasiaxiong@gmail.com
)Amanda Xiong

OBJECTIVE: To obtain a position as an office assistant with interpersonal and organizational skills that will allow me to multitask a variety of responsibility.

EDUCATION:
University of Colorado Denver
B.A Psychology, expected May 2013

WORK EXPERIENCE:
Asian Pacific Development Center, Aurora, CO
On call/casual time Scheduler Coordinator, July 2011 – August 2011
· Receive customer referrals for interpreting and translation services
· Issuing of purchase order (P.O) in QuickBooks
· Response to all interpreters and customers phone calls,email,fax 
· Coordination of all billing activities and maintain highest quality of customers services
Integrated Nutrition Education Program, Denver, CO
Materials Handier, September 2009 – May 2011 
· Data entry for Denver Public Schools and Aurora Public Schools lessons
· Update labels for weekly lesson plans
· Store frozen and dry food products
· Arrange various amounts of dry goods into bins
· Organize book bags for children
Procurement Service Center, Denver, CO
Office Assistant, September 2008-August 2009
· Project: Old payable vouchers and travel cards scan into system.
· Front desk responsibilities
· Travel and accounts payable numerical filing
Tilly’s, Westminster, CO
Sales Associate, March 2008-July 2008
· Update the flow of merchandise throughout the store 
· Cashier team member
Panda Express, Broomfield, CO
Team member, February 2008-March 2008
· Customer Service
Computer Skills
· Microsoft Office
· Adobe Photoshop
· WPM 55-57
Affiliations
Hmong Student Association of Colorado, CO
Secretary, August 2010-May 2011
· Take and organize notes for meetings
· Schedule and plan organizations and events
References
Available upon request
