Christina Doan
1639 Camarena Place, San Jose
408  726  4634    |     Phungd422@gmail.com

EDUCATION     San Jose State University, San Jose, CA     June 2015     |     B.S. Advertising     |     GPA 3.44

OBJECTIVE: Seeking opportunities related to event planning or customer service, to expand my communication skills and enhance positive interactions in an audience. Able to handle multiple work shifts and create an optimistic atmosphere. Multi-tasking. Organized. Time-management.

WORK EXPERIENCE
Andersen Bakery (Part-Time: 20 hours)	December 2015 – Present
		Senior Sales Associate — Milpitas, CA	
· Optimistic and cheerful, creates a positive storefront atmosphere
· Able to resolve customer-client conflict, and ability to manage under pressure
· Assists opening shifts and supervisor-closing shifts, flexible in weekend scheduling
· Great Mall, Milpitas has the highest customer volume year-round, with highest grossing revenue in the Bay Area
	
California Water Service Company	December 26, 2017 - Present
General Office Clerk (Full-Time)
· Learning various roles and responsibilities for multiple departments in order to work as a substitute during holiday absence
· Primary role in the accounts receivable department to sort, file, process customer payments
· Maintain up-to-date customer balance and recognizing in-active accounts
· Assists in the accounting department to recognize payment cancellation and refund errors
· Track employee mileage reports and enforce IRS compliance
· Enter monthly mileage data in PeopleSoft and process reports for rates and depreciation
· Processes bank check returns and APS returns using Bank of America, Checkfree, Kubra, Paymode-X, US Bank

Randstad, Inc 	May 12, 2017 - December 25, 2017
Client:  Calwater, Inc. 	September 2017 - December 2017
Consultant Temp — San Jose, CA
· After three months of demonstrating knowledge and skills in accounting, the company decided to convert my position to a permanent clerk in their headquarters in San Jose. The company is rapidly expanding with acquisition of new districts in Northern California. 
Client:  San Jose State University Research Foundation	May 2017 - August 2017
Sponsored Program Analyst Temp — San Jose, CA
· Assisted pre-award managers with preparation of project proposal and contracts
· [bookmark: _GoBack]Assisted in creating various budgets per specific proposal needs
· Knowledgeable in federal compliance for grants and contracts
· Assisted post-award analysts in their daily finance data entry and maintained organized forms
· Communicated with professors and faculty to complete necessary forms and tasks before deadlines
Perfect VIPs, Inc 	January 2016 - May 19, 2017 
		Administrative/Accounting Assistant — San Jose, CA
· Assisted in payroll, payroll taxes and preparation for year-end reports
· Maintained invoicing, POs and sales orders for two separate companies
· Prepared general ledger entries by maintaining records and files; reconciling accounts
· Transferred previous year’s data from Peachtree2014 to Quickbooks Online Accounting
· Assisted in the preparation of payroll while manager was out-of-office
		Administrative/Human Resource Assistant — San Jose, CA
· Assisted in preparation of H1 documentation for 46 candidates
· Increased 2x applications from the previous year with my assistance
· Maintained all employee records physically and electronically on two systems
· Prepared mandatory H1 tracking for all H1 employees
· Coordinate new candidate interviews, full and complete documentation for hiring process
· Managed social media content for Facebook and LinkedIn
· Photography and Ad creation for separate companies
· Analyzed content and reviewed traffic incoming for website and traffic content for social media
	
Olive Garden	October 2014 – December 2015
		Hostess — Milpitas, CA
· Recognized as most helpful staff in December 2014 and raised GSS score by 5% in guest hospitality
· Responsible for managing server rotation during busy hours to accommodate guests
· Communicate with 30+ guests daily in a professional and enthusiastic manner

Premier Stone & Tile		April 2015 – October 2015
		Assistant Project Manager — San Francisco, CA
· Prepared job-costing analysis for every project on monthly basis
· Collect and invoiced all purchase orders, change orders and RFIs
· Assist in all types of administrative tasks: phone screening, invoice and filing, e-mail responses
· Assist in coordinating project timeline and weekly scheduling	 

Twindom	June 2014 – September 2014
		Marketing Internship — Berkeley, CA
· Successfully created Twindom mascot for web visual display with Adobe Illustrator
· Digital graphics increased existing user engagement by 30%
· In-depth knowledge of 3D-printing and competitors’ stance in the market
	
FREELANCE - OPEN CONTRACTING
	Labor Source Management (Now- StageCraft Agency)
· Participated in PlayStation’s launching event for international executives; assisted in their luncheon with over 200 participants
Yahoo!
· Quality Assurance testing for various mobile applications
Immersion, Inc
· Quality Assurance testing for various mobile applications

