	Pang A. Xiong

	183 Little Canada Rd E Apt 307Little Canada, MN 55117 (651) 262-3737pangaxiong@hotmail.com

	Objective

	To obtain a position where I can utilize my skills to a successful and growing organization.  

	Summary of Qualifications

	
· Microsoft Office: Word, Excel, Outlookand Power Point
· Goal-oriented and attention to detail in a fast environment
· Management experience 
· Ability to analyze problems, recommend solutions, and initiate repairs 
· Strong sense of urgency
· Flexible and able to work independently and collaboratively. 
· Mastery of United State Postal Service shipping software 
· Type 45+wpm 

	05/2010 to Present
	SigmaBeauty
	New Brighton, MN

	Shipping Manager
· Handled the tasks of verifying the material’s contents of received packages 
· Monitored employees and ensure shipment meets customer satisfaction 
· Set daily goals for shipping department 
· Provided internal support to new employees through training and weekly meetings, ensuring efficiency within operations 
· Record data such as weight and charges for any new products launches 
· Communicate with other managers to ensure coordination of other functions 
· Ship 1000+ packages a day through USPS software
· [bookmark: _GoBack]Email to update shipping address if address is invalid

	

	01/2004 to 08/2009
	European Orthodontic Products
	Saint Paul, MN

	Office Assistant 
· Key responsibilities for supporting buyer and vendors, thoroughly analyzing and processing merchandising data to ensure efficient purchases and sales.
· Perform general office services to include opening, sorting and distributing mail and preparing outgoing mail; preparing and sending form letters and composing routine letters; copying documents; scanning documents and related duties. 
· Scheduling appointments and assisting doctors with registration and finding information
· Prepare and mail out invoices daily
· Traveled with company out of state attending business trips  
· Assist with processing payments andentering new client information accurately into database
· Send out email marketing campaigns promoting special events 


	Education

	
08/2012 to Current                                Concordia University                                       Saint Paul, MN
Major: Social Work 
Minor: Business Management 



