Dominique Yamamoto
4221 34th Street, Apt. 24, San Diego, CA 92104 ♦ 408-410-1069 ♦ dominiqueyamamoto@gmail.com
OBJECTIVE                                                                                                                                                            .                                                                                                                                                                            
Dedicated and enthusiastic individual seeking a challenging position in an organization that encourages positivity, growth, stability, and excellence
EDUCATION                                                                                                                                                           .                                                                                                                                                                                      
University of California, San Diego | La Jolla, CA



          Sep. 2005 – Aug. 2009
Double B.A. in International Studies (Sociology and Third World Studies) and Japanese Studies

Meiji Gakuin University | Yokohama, Japan




          Sep. 2007 – Dec. 2007
EAP Study Abroad program in Global Studies

WORK EXPERIENCE                                                                                                                                           .
Randstad | Sacramento, CA (full-time, temporary positions)


          Sept. 2012 – Mar. 2014
OfficeTeam | San Jose, CA & Sacramento, CA (full-time, temporary positions) 
· Served short-term administrative/operational support roles in a wide field of industries, including IT, tax, construction, and nonprofit
· Demonstrated capacity for flexibility, quick learning, relationship-building, and adaptation to organizational processes of various companies
Jerome Bellotti & Associates | Campbell, CA (full-time temporary position)
          Feb. 2013 – April 2013
Administrative Assistant

· Managed tax return assembly process from start to finish for both physical and electronic returns 
· Prepared and organized all incoming tax documents and statements, and provided assistance where needed
Verma Law Firm | San Jose, CA





          Jul. 2011 – Mar. 2012
Immigration Legal Assistant

· Oversaw application process of dozens of visa applicants at once 
· Communicated effectively with clients in order to accurately assemble visa submissions
· Prepared and managed bills, invoices, and weekly status reports for various clients and vendors 
· Composed formal letters to United States Citizenship and Immigration Services
WestEd E3 Institute | San Jose, CA (full-time, temporary positions)

          Feb. 2011 – Jul. 2011 &
Administrative Assistant




          Jun. 2008 – Sep. 2008
· Created and updated company databases
· Assisted with each phase of the Santa Clara CARES stipend submission process 
· Gathered and analyzed statistical data and information to generate reports
· Aided in the planning and coordination of onsite meetings and receptions 
· Provided general administrative support to Program Director and staff as needed
Google | Mountain View, CA (contract position)




          Nov. 2010 – Jul. 2011 

Materials Handling Auditor

· Managed team of 12-14 individuals; reviewed and documented their work to insure that production was being handled and executed properly and with minimal errors
· Prepared and presented weekly audit reports to upper management
· Assisted in the training process of new hires
· SKILLS/QUALIFICATIONS                                                                                                                                .                                                                                                         
· Excellent organizational and interpersonal skills

· Highly adaptable with exceptional work ethic

· Advanced knowledge of Microsoft Office/Works; working knowledge of  Quickbooks 
· Typing speed of 80 wpm

