Jennifer Leung
Hayward, CA ● 510-461-7799 ● jleung87@hotmail.com

Objective:
To earn a career with a successful company that will allow me to utilize my administrative and management skills with high quality service that is expected.

[bookmark: _GoBack]Skills:
· Proven leadership skills; ability to manage others well
· Ability to multi-task and move from one position to another quickly and efficiently
· Can handle difficult situations and keep composure in high-pressure situations
· Strong computer and application skills with a keen familiarity of basic digital technology
· Professional communication skills via telephone & email
· Well-rounded personality with a positive attitude at all times
· Takes initiative and willing to work on other duties of outside of job description
· Experience is dealing with people of various backgrounds within all levels of an organization

Education:
Carrington College							San Leandro, CA
Certificate, May 2015
· Concentration in Medical Assisting 

Chabot Community College						Hayward, CA
Associate of Arts Degree, May 2011
· Concentration in Liberal Arts 

Certificates & Accomplishments:
· CPR, First Aid, and AED (for adults and children) Certified
American Heart Association, January 2015
· Phi Theta Kappa Honors Society member
· 4.0 GPA throughout medical assisting program
· Student mentor at Carrington College

Work Experience:
Dr. Douglas E. Severance, MD						San Ramon, CA
Medical Assistant (externship & part-time)
April 2015 – present
· Prepared patients for procedures and/or treatment
· Obtained vital signs
· Performed capillary puncture
· Performed electrocardiography
· Administered parenteral medications
· Performed CLIA waived hematology, chemistry testing, and urinalysis
· Prepared items for autoclaving
· Collected specimens for microbiological testing
· Documented patient care and patient education
· Filed medical records
· Assisted with back office and demonstrated telephone techniques
· Applied HIPAA rules in regards to privacy & release of information
· Performed first aid procedures

Starbucks Coffee Corporation						Hayward, CA and Union City, CA
Shift Supervisor, Barista
September 2006 – present
· Trained and mentored new internal staff on company operations and procedures 
· Managed the ordering of inventory on a daily, weekly, and monthly basis
· Responded to customer needs and took immediate action when necessary
· Created a positive learning environment by providing clear, specific, and timely constructive feedback to partners to ensure operational excellence and improved performance
· Reached sales goals by monitoring the staff’s proactive upsell of products, overall store presentation, and increased customer knowledge on benefits
· Handled daily deposits, safe box, and cash-handling procedures
· Directed staff meetings about goals, recipes, seasonal items, policies, and team building exercises
· Built a trustworthy business relationships with customers and clients in an effort to better understand their needs
· Engaged with customers on a daily basis
· Followed cleanliness and safety standards
· Upheld a comfortable and fun environment
· Accurately maintained cash resources by computing sales prices, receiving, and processing payments
· Promoted long-term goal of customer loyalty and satisfaction to the customers

The Elephant Bar						Hayward, CA
Hostess
October 2011 – June 2012
· Maintained a presentable front of house and demonstrated excellent customer service
· Worked efficiently, independently, or with my team to satisfy a customer’s specific needs
· Assisted servers with their needs to help with customer flow
· Maintained proper phone etiquette; confirmed reservations ensuring consistent customer return
· Ensured that customers are content and satisfied at all times.

Joanne’s Fabrics and Crafts						Santa Rosa, CA
Team Member
June 2005 – February 2006
· Engaged with customers on a daily basis by offering special products and tending to detailed customer needs
· Assisted customers with a variety of fabrics, textiles, and craft products
· Maintained a fun, respectful, and clean work environment
· Excellent cash-handling skills; maintained amount of up to $200+ daily without any shortages or overages

