Dong Nguyen
914 W. Saint James | Arlington Heights, IL 60005
847-385-8092 | dnguyen0819@gmail.com

EDUCATION

Roosevelt University	Chicago, IL
Human Resource Management, Bachelor of Science in Business Administration	 08/2013
· GPA: 3.4 / 4.0
· Awarded the Roosevelt Commuting Scholarship for exceptional academic performance.
· Relevant Coursework: Wage and Salary Administration, Industrial Relations Management, Business Law, Employee Benefits, Employee Supervision and Management, Employee Techniques 
Harper College	Palatine, IL
Associate in Arts	12/2010
· GPA: 3.4 / 4.0; 
· Relevant Coursework: Financial Accounting

WORK & LEADERSHIP EXPERIENCE
Express Employment Professionals	Rolling Meadows, IL
Human Resources Intern	10/12 – 02/2013
· Maintained the employee information database, ensuring up to date and accurate records.
· Investigated and verified the backgrounds of applicants before scheduling interviews.
· Utilized employment websites to intermediately recruit potential talent for growing organizations.
· Familiarized myself with recruitment policies and procedures.
Northwest Community Hospital	Arlington Heights, IL
Diet Aide	07/06 – Present
· Arranged the prescribed meals for the up to sixty patients at a time..
· Developed strong interpersonal skills engaging with patients in a professional, friendly and yet efficient manner.
· Demonstrated keen attention to detail in providing patients with their specific dietary necessities.
· Strived to improve customer relations and experience by evaluating patient input and feedback.
Clearbrook	Rolling Meadows, IL
Volunteer	08/10 – 01/11
· Helped children and adults with special needs to engage in social activities.
· Coordinated fundraising events such as charity runs and casino nights.

SKILLS, ACTIVITIES & INTERESTS
Technical Skills: Human Resource Information System (HRIS), Microsoft Excel, Microsoft Powerpoint, Microsoft Word, Outlook, Talent Recruitment, Customer Service 
Languages: Fluent in both English and Vietnamese 
Interests: Bicycle Rides, Hiking Adventures, Reading Science-Fiction, Mentoring Youth
