JENNY THANH TRAN

11655 Trask Ave Apt.#1

Garden Grove, Ca 92843

(714) 251-2375

email: calpolyjenny@yahoo.com

Objective:
To seek a receptionist, clerical or teaching administration position.

Work

Experience:
September 2003 to Present: A.V.I.D. Tutor for Orange Unified School District, 1401 N. Handy St, Orange CA.  Telephone: (714) 532-8000 POC: Jill Ellis or Gloria Duncan.  Duties: Tutoring in all subjects for Honor & General students from 9th grade to 12th grade.  English/Literature, History, Math, Health, Government, Economic, Science.  Grading papers, peer mentoring, and counseling.


June 2003 to August 2003: Office/Student Assistance for Newport/Mesa Unified School District, Newport/Mesa, CA.


Telephone: (714) 424-5066 POC: Tere Russell.  Duties: Enrollment of students, filing, faxing, phone distribution, messages, Microsoft computer literacy and all general receptionist work.


January 2002 to January 2003: Cashier/Customer Service for Dong Loi Seafood Company, Garden Grove, CA.  Duties: Manage store, balance cash registers, book keeping, and restocking products.


August 1999 to January 2003: Teacher/Tutor/Sport Coach for Vietnamese Alliance Church, 4010 W. Hazard, Santa Ana CA.  Telephone (714) 554-5151 POC: Thuy Nguyen.  Duties: General studies, Biblical studies, Sport training, Academic and Sport competitions, Field trips for all students of grades K thru 12th grade.  Grading papers, Peer mentoring, counseling and parental conferences.


January 1999 to December 2001: Cashier/Server for First China Kitchen, 2010 W. Lincoln Anaheim, CA.  Telephone: (714) 956-1911 POC: Kim Tu or Gary Ung.  Duties: Cashiering, Waitress, cleaning tables, customer service quality.


Education:
California Polytechnic University Pomona, Pomona CA.


June 2000 to Present: Major: political Science Pre-Law & English.  Minor: Special Ed, Communication & Mathematics.


Orange Coast College, Costa Mesa CA.  February 2003 to Present: Major: political Science Pre-Law & English.  Minor: Special Ed, Communication & Mathematics.


Santiago High School, Garden Grove CA 92843.  September 1996 to June 2000: Diploma. General Studies, C.L.O.C. Club, Vietnamese Club, French Club, German Club, Student Assistant for Administration/ Counseling office.


Skills:
Public Relations, organizational, computer literacy and clerical skills, as well as, bookkeeping, balancing, and cashier experience.  Works well independently and also as team member.  Goal oriented, self-motivated, conscientious, dependable, and highly organized.  Sustained productive work habits and bilingual in Vietnamese, English and Chinese.  Additional experience in data entry, data research, Files, organizes and maintains records.  Receptionist, clerical or teaching administration.  Grading papers, peer mentoring, and counseling.


References:
Available upon request.

