Susan Thach
San Jose, CA      (408)316-7096       susiethach@hotmail.com


Objective

To feed my curiosity and creativity through meaningful work, to build on current skills and learn new ones, to develop strong relationships leading to a long and successful career.    
Education

B.S. Degree in Kinesiology - Pre-Physical Therapy Specialization                                
            
 
         May 2009

San Diego State University, San Diego, CA 
Skills
· Problem solving
· Efficiency/Optimization oriented

· Proficient in MS Office
· Project oriented
· Computer skills (i.e. 55 WPM, internet research, file organizing, etc)
· Reading and understanding medical research journals/articles

· Bilingual
Work Experience

       Assistant to Owner       









             
   November 2006 – Current

Splendor Nails & Spa, San Jose, CA

· Prepared marketing materials
· Responsible for timely inventory orders and processing  

· Assisted in business accounting

Receptionist/Office Assistant                                                     

                            September 2005 – September 2006

Scripps, San Diego, CA

· Operated company switchboard
· Data entry for client billing
· Prepared billing

· Organized/filed all client files
· Responsible for timely inventory orders and processing

Sales Associate


                                          



       

    
 June 2004 – February 2005

Ultra Diamonds, San Jose, CA

· Sold store merchandise valued up to $20,000 
· Accountable for daily inventory

· Meticulously maintained a presentable jewelry display
· Responsible for opening and closing the store


Hostess/Receptionist   


      


      
              


  

 March 2000 – August 2003

Pearl River Restaurant, San Jose, CA

· Coordinated customer orders 

· Responsible for accurately charging all food orders and payments for dining in and out
· Greeting and seating customers

Activities and Interests

· Travel, Reading, Business, Hiking, Health, Food, Children, Animals.
