Namsey Xiong

4300 University Ave., Apartment 7

Saint Paul, Minnesota 55105

(651) 555-7682

nx2004@yahoo.com

Objective: A position in office administration

Skills:

· Seven years of providing excellent customer service

· Team player who helps to build a positive work environment

· Responsible 

· Computer Literate (Microsoft Word, Excel, Power Point, and Internet)

· Bilingual in Hmong and English

Work Experience:

Research Analyst





           Nov. 2001 – Jan. 2002

Adecco, Minneapolis, MN

· Responded to customer requests for important documents

· Collaborated with team members to provide excellent customer service 

· Answered phones

Customer Service Representative, Plymouth, MN

         April 2001 – Nov. 2001

AHL Staffing, Rogers, MN

· Handled incoming calls 

· Conducted surveys

· Completed and modified customer orders

Lead Cashier







July 1999 – July 2000

Osco Drugs, Milwaukee, WI

· Operated cash register

· Assisted customers with photo orders and oversaw photo production

· Assisted store manager with supervisory duties

Education:

Vincent High School, Milwaukee, WI


           Sept 1992 – May 1997

Technology for Employable Computer Skills, 


           
    March 2004

Hmong American Partnership, St. Paul, MN

References Available Upon Request.

