Yia Xiong

       2674 Churchill Rd,

Leslie, MI 49251

(612)-356-6407

yia.xiong7@gmail.com                                                                          

OBJECTIVE: 

Professional candidate seeking Administrative Assistant opportunity.
EDUCATION:
 
Saint Catherine University - St. Paul, MN
                     

Bachelors of Science – December 2011
Major: International Business & Economics 




Minor: Financial Economics

RELATED EXPERIENCE: 
Dart Bank & Mortgage Company- Holt, MI

Lead Relationship Banker – February 2013 to Current

· Assists in preparing performance reviews and conduct interviews
· Manages the cash supply to ensure the necessary cash for conducting business is on hand
· Works with the Assistant Manager to implement new sales programs and procedures to improve teller productivity 
· Work on weekly teller schedules
· Ensure all new tellers are trained in the proper security procedures
TCF National Bank - Bloomington, MN
Supervisor - December 2010 to February 2013



  
· Supervise daily office activities

· Provide resolution to customer requests and issues

· Handle customer transactions

· Evaluate information from employment interviews
· Mentor new associates and provide ongoing support to fellow associates
· Recruit, hire, discharge, transfer, or promote employees
City Chiropractic – Minneapolis, MN
Office Assistant – April 2011 to February 2013





· Answer telephone, schedule appointments, record patient demographic and insurance information

· Prepare and mail patient invoices

· Prep patients for visit with doctor
Saint Catherine University - St. Paul, MN
Account Payable Assistant - January 2009 to December 2011

· Prepare checks and invoices for processing

· Audit purchase order statements

· Verify credit card transactions
SKILLS:
· Excellent organizational skills

· Proficient in Windows and Mac OS, Microsoft Office Suite

· Ability to interact with people of various professional levels and diverse backgrounds
· Bilingual in English, Hmong, and Japanese

