
SUSAN MAI XEE YANG


4240 W 70TH Place, Apt. E, Westminster, CO 80030

303-359-7255

SUSANMAIXEEYANG@LIVE.COM
OBJECTIVE:  A professional and hard worker with developed manufacturing skills and customer service through several contract projects.  Seeking an opportunity to utilize experience and develop new skills with a successful manufacturing company. 
WORK HISTORY










Asian Pacific Development Center- Colorado Language Connection

Aurora, CO- Scheduler Assistant 

10/2011-01/2012


Receive all customer referrals and requests for interpreting and translation services


Respond to all interpreter and customer phone calls, emails, and faxes


Respond to all interpretation/ translation project requests


Coordinate interpretation and translation services with interpreter and translator per request by customer


Issue purchase orders (P.O.) promptly and accurately 


Maintain communication with all customers ensuring the highest quality of    
costumer care service


As needed, carry business cell phone for emergency customer requests and cancellation by customers and interpreters/translators, etc


Coordinate billing activity and work directly with CLC Manager, Manager of Business Administration and Services, and with the Accounting Clerk


Ensure all P.Os are received throughout the day are completed and submitted daily to the business office Accounting Clerk for timely billing


Ensure all P.Os are received from interpreters/translators within one week as required


Ensure all P.Os are in by the end of each month to the business office


Follow-up with customers and interpreters/translators messages left on voicemail, 
email and fax


Ensure all contractor’s and customer’s information is up to date in Quick Books and other material


Assist CLC manager to provide orientation to new contractors


Marketing of CLC Colorado Language Connection in coordination with CLC Manager


Keep track of interpreter’s and translator’s performance and customer complaints


Keep track of new customers (folders, database, etc..)


Prepare interpreters/translators hiring folders and volunteer folders for CLC 
Manager


Manage CLC department while CLC Manager is not available 


Work directly with CLC Manger to ensure meeting goals of net revenues


Interview new interpreters/translators and volunteer when CLC Manager is unavailable 


Send monthly report to CLC Manager


Attend training and meeting 


Perform other duties as assigned by CLC Manager


Participate in all of agency related activates

Metech Recycling 

Denver, CO- Production Worker

09/2011-10/2011


Operate screw driver gun by unscrewing screw from old hard drive 


Sorting wire by colors and size and cutting socket from wire 


Sort wire by color and sizes to different pallet 


Maintain work area for safety hazard 


Sorting batters by brands and chemicals  


Rotate to different area such ass Hard Drive, Sorting and Wire 


Using hammer to destroy hard drive and unwanted products


Unassembled hard drive for circuit board


Meeting weekly weight by the end of each week

Hunter Douglas Window Fashion Design (GT Global Staffing )

Broomfield, CO- Assembler 

10/2008-01/2009 and 08/2011-09/2011


Integral part of assembly process/line


Operate Hot Glue machine to seal window blind end panel 


Fulfill customer orders by pulling appropriate parts using serial/code part number 


Inventory control


Built shade/ Assemble rail


Measurement

Unified Packaging, Inc.

Denver, CO- Production Worker

07/2010-08/2011


Operate Heat Seal Machine to seal binder and pocket


Use Hand Glue Gun to glue box to binder board


Operate Glue Machine, Stamping Material, Die cut and Clicker cut boards, Drill hole, Score, Deboss boards and Shrink Wrapping


Machine and Hand Rivet binder


Repair Rejected orders from Customer


Integral part of assembly process/line


Pack all binder into boxes by quantity and quality 


Make and print customer label and labeling to boxes 


Meeting company standard

Communications Test Design (Summit Staffing)


Aurora, CO- Final Quality Control

Contract Project (09/2008)


Quality control


Visual inspection for product damages/defects


Inventory/Data control


Converter box function testing


Product re-packaging and shipping

EDUCATION











High School Diploma
Brighton High School


Brighton CO 05/2008


PROFESSIONAL REFERENCES

Pa Vang, Social Service Worker

Childcare Employer

4336 W. 72nd Ave

Westminster, CO 80030

303-898-3423 cell

Por Xiong, IHSS Provider










Care Giver

1979 Mountain Vista Drive

Oroville, CA 95965

530-990-8818 cell

Bao Her, IHSS Provider









Care Giver

1415 Guill St. Apt. 1

Chico, CA 95928

530-354-8229


