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EDUCATION
University of California, Irvine 
   B.S., Biological Sciences 


WORK EXPERIENCE
Forever 21 at North County Mall					Escondido, California		     
   Sale Associate 							       August 2015 – June 2016 
· Greeted and offered assistance to the customers.
· Identified and organized products according to their styles. 
· Answered phone calls and customers’ questions.
· Analyzed customers’ style to suggest appropriate items and provide them opinions.

Fashion Isle Smiles Dentistry                                                                      Newport Beach, California
   Dental receptionist/ assistant                                                                      October 2019 – August 2021
· Scheduled patient’s appointment 
· Verified insurances and billings
· Processed payment transactions via check, zelle, credit card. 
· Assisted the dentist at the back office during procedures (prophylaxis and composite restorations) 
· Prepared the patient’s chart prior to the appointment 

Gia Hung Import and Export Co., LTD.                                        	 	Ho Chi Minh City, Vietnam
   Billing Coordinator							     January 2022 – January 2023
· Reviewed financial records and invoices                                   
· Processed payment 
· Communicated with customers about billing issues 
· Coordinated with other departments to ensure that all billing information is accurate and up-to-date
· Resolved billing disputes

ACTIVITIES & ACCOMPLISHMENTS
IMED (International Medicine Education and Development)  		University of California, Irvine
     Member								     September 2015 – June 2019 
· Volunteered at free clinic to help record vital signs and to shadow physicians.
· Traveled to orphanages in Mexico to teach the children basic English and improve their social skills
· Collaborated with other members to hold an after-school workshop at the kindergarten to demonstrate fundamental hygiene knowledge.
· Learned how to suture and visit medical facilities to learn more about different careers in the medical field.
· Organized fundraising event with other members to raise money for buying the club’s supplies. 

Lestonnac Free Clinic							           Los Alamitos, California
   Volunteer								January 2019 - January2021
· Checked and record the patients’ vital signs and glucose levels.
· Did front office administrative work, such as checking in patients and scheduling appointments.
· Interacted with patients physically and through phone to answer their questions.
· Shadowed different physicians and dentists
· Organized the patients’ records and lab results in files.

Nova Dental 									Anaheim, California 
  Volunteer 								   August 2018 - March 2019
· Scheduled the patients’ appointments. 
· Provided basic information regarding dental procedures and their costs to the patients.
· Reviewed the patients’ insurances and their eligibility.
· Obtained and recorded the patient’s dental history.
· Organized the patients’ records before and after their visits.
· 
Global Actions Trip 		  						             Huancayo, Peru	
   Volunteer      	       									September 2018
· Partnered up with FIMRC (Foundation for International Medical Relief of Children) to support this charitable organization.
· Interacted with children at the orphanage to teach them basic English and increase their confidence.
· Teamed up with other colleagues to facilitate fun and educational games to children from impoverished families. 
· Shadowed nurses, doctors and medical and dental students in the city.
· Presented relaxation technique such as how to float on the back in water to pregnant women. 
· Organized mission trip to isolated area to check the natives’ vitals to inform them about their health condition.

Karate for All 							               Mission Viejo, California
  Volunteer 								November 2017 - June 2018
· Taught basic karate moves to children with special needs to improve their motor and sensory processing skills
· Learned how to effectively communicate with the children to enhance their social skills and confidence. 
· Created plans with the parents to improve the children’s skills at home. 
· Collaborated with other volunteers to create obstacle courses that stimulate the children’s interests in class.

I-STEPS Program 							 University of California, Irvine	
(International Students Transitioning to Educational and Personal Success)   September 2017 – June 2018
   Course Leader
· Led a group of ~15 new international students weekly to engage them into the U.S. culture 
· Provided a comfortable and casual environment through group activities/exercises.
· Gave advice or suggestions regarding the campus’ free resources and services
· Helped the students build a network of friends and staff on and outside of campus.
· Held different workshops about how to cope with homesickness and transition to a new country.

Pre-Dental Society						          University of California, Irvine	
    Member 							              September 2016- June 2019
· Volunteered at the annual dentistry conference.
· Participated in fundraising events to raise money for the club’s projects. 
· Shadowed dentists to have a better overview look of dentistry.
· Learned how to suture and make teeth wax models.

SKILLS AND ABILITIES
Computer: Microsoft Office, Dentimaxx, Excel 
Languages: English (fluent), Vietnamese (fluent)

