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      Thao L

      
        Experienced Law/Legal Assistant, Executive Administrator Clerk, Receptionist, Secretary, Aid
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Law Office Administrator
          	
            Location:

            
              San Jose, CA
            
          	
            Education Level:

            Bachelor
          	
          Will Relocate:

          YES
        


  

  






  Description

  
    I am dedicated to helping people and volunteering. Part of my goal is to improve California's/America's educational system. The other part is to give a political voice to the marginalized communities in America.

On the less somber side, I'm trying to travel more, learn to ride a motorcycle, be better at snowboarding, and learn more languages.

Saving the world one immigrant and low-income family at a time!

I am a complex person who enjoys the simple things in life. My characteristic depends on the situation and to that extent, I could be viewed as having multiple personalities. I am extremely insightful and serious when need be, but most of the time I prefer to be the lighthearted optimist who motivates and aid people in their needs.

Helping people is my passion, so most of my work has been for non-profit and volunteer work. Along those lines, I am extremely observant about my surroundings as well as people's thoughts and needs. I like to anticipate others' next move. I pick up skills and tasks very quickly, since I absorb information/knowledge like a sponge.

Intellectual discussions are also a pastime of mine. I think it helps to broaden your ideas, knowledge and outlook without having to read a dull book. Discourse keeps your brain young.

Essentially I am a realistic optimist who will become a lawyer because having certain inalienable rights mean nothing if you do not know how to properly utilize them.

My ultimate goal in the long term is to run for Senator or Governor. I haven't decided which one yet. I have many great ideas that I want to implement that would change the world or US for better.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				Program Associate

				1/2010 - Present
	First Tax Service, Inc.	

				Administrative Assistant/Marketing

				11/2008 - 3/2009
	Asian Law Alliance	

				Intake Worker/Law Clerk

				3/2008 - 12/2009
	Pho Lan	

				Waitress

				1/2006 - 6/2007
	Banana Republic	

				Sales Associate

				11/2005 - 1/2006
	Kidz and Company	

				Tutor

				1/2005 - 6/2005


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	University of California, Berkeley	Political Science, Minor: Ethnic Studies and Education	2008	
              
                Bachelor Degree
              
            


    

    
  

  

  
    Social Media

    
      	TYPE	TITLE	URL	DESCRIPTION
	
            

          
	Website	VisualCV	media url	A reinvented version of the resume/CV
	Website	LinkedIn	media url	Relationships/Networking Matter
	Website	Retaggr	media url	My virtual business card


      

    

    
  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      google,  law firms,  twitter,  start ups,  nike,  climber,  adobe,  apple,  ebay,  hewlet packard,  hitachi,  intel,  intuit,  logitech,  cisco,  agilent,  electronics arts,  sandisk,  palm,  symantec,  sun microsystems,  wells fargo,  seagate,  synopsys,  nvidia,  novellus,  yahoo,  nec,  xilinx,  oracle,  chase

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Ecommerce Strategy and digital marketing channels optimization - SEO, SEM, email, affiliates - for high-profile accounts.	
	Technology Solutions	
	Sales Support	
	Software Implementation	
	Requirements Analysis  & Specification	
	Leadership 	
	Computer Skills	
	Data Entry	
	Filing	
	Faxing	
	Typing 60  WPM	
	Answering Phones	
	Microsoft Office Suite	
	Clerical 	
	Reception	
	Organization and Detail Oriented	
	Adobe Illustrator 	
	Written and Verbal Communication 	
	Adobe Photoshop	
	Planning Management 	
	Windows XP, Vista, 7	
	Mac OSX	
	Social Media	
	Photocopying 	
	Researching 	
	Answering Phones	
	Analyzing and Solving Problems 	
	Interpersonal Abilities 	


    

    
  

  
    

    Latest Blog Entries

    
      
        
          My other Social Media accounts/networks/profiles

          The ones I mostly use are Twitter, Friendfeed, LinkedIn, StumbleUpon, Last.Fm, Google and Facebook.



Twitter

http://twitter.com/loveurm...
        

        

      
    

    
  

  
    

    Keywords

    
      	data entry
	filing
	faxing
	microsoft word
	powerpoint
	excel
	billing
	typing
	diplomatic
	vietnamese
	professional
	efficient
	productive
	Microsoft Outlook
	Adobe Photoshop
	Adobe Illustrator
	Mac OSX
	Windows XP
	Vista and 7
	Photocopying
	Answers Phones Efficiently and Professionally
	Written and Verbal Communication
	Interpersonal Abilities
	Planning Management/Event Coordinator
	Researching
	Attention to Detail and Organized
	English
	Multi Tasker
	Flexible
	Analytical Thinker
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