LYDIA YIP




Temp. Tel: (852) 6255-9075 Perm. Tel: (408)207-8292 Email: yip.lydia@gmail.com



EDUCATION

San Diego State University, San Diego, CA


         




Dec 2008
Bachelor of Science in Public Health; Minor in Psychology; Minor in Chinese
National Dean’s List (2005, 2008)
SKILLS



  - Languages: Bilingual in English & Chinese (Cantonese and Mandarin)  
  - Software: Proficient with Microsoft Word, Power Point, Excel, Publisher, and Internet Research; Type 60 WPM
  - Teachers of English to Speakers of Other Languages -TESOL Certificate (2008)

  - Piano Certificate of Merit, Level 8 (2003)

ACTIVITES


Study abroad: Shanghai International Studies University (Jul - Aug 2007) & Peking University (Jun - Aug 2002)

Kaiser Permanente, San Diego, CA






Sep 2008-Dec 2008
   
Health Educator Intern 
· Responsible for daily transactions such as filing and preparation of health lessons

· Assisted patients and/or members within classroom setting

American Red Cross, San Diego, CA



       


Sep 2008–Dec 2008
Outreach Coordinator

· Assisted in outreach events and fundraise campaigns

· Provided immense intrapersonal skills with staff and volunteers
American Language Institute, San Diego, CA 


        


Jan 2006–Dec 2008
Conversation Partner Program Volunteer

· Tutored international students in English 

· Aided international students with the adjustment to life in another country

San Diego State Students for Public Health Club



 

Aug 2008–Dec 2008
· Corresponded with sponsors and fundraised for events (ex. Making Strides Against Breast Cancer 11th Annual Event)
Saint Louise Regional Hospital, Gilroy, CA


        


May 2005-Aug 2005

ER Student Volunteer
· Prepared rooms for patient’s arrival along with giving support to discharging patients

· Organized medical instruments


Doctor’s Assistant Intern




        

             
 
May 2005-July 2005
· Learned about new medicine on the market, between doctors and marketers

· Conducted and verified blood sampled on patients
EXPERIENCE


Re/Max Valley Properties, San Jose, CA                                                     


Jul 2008-Present

Silicon Valley Results Team, Administrative Assistant

· Strengthened company relationships with clients on a daily basis by initializing and maintaining contact of property activity in efforts to provide excellent customer services
· Performed extensive research on comparables for clients 

· Responded to numerous questions from sales team on a daily basis
· Managed projects such as database management, audio transcription, and correspondence

Robert Half Legal Staffing Agency


         



Jun 2008-July 2008

Garcia, Calderon, and Ruiz LLP, Legal Assistant 

· Responsible for daily transaction for company such as filing and data entry
· Prepared and made corrections on litigations
The Elephant Bar Restaurant, Cupertino, CA

         
         


Aug 2006-Dec 2006

Hostess

· Computed accurate data entry

· Collaborated with co-workers on a daily basis to provide excellent customer service
· Scheduled and updated reservation book
· Managed multi-line phones

· Maintained an organized work environment
Anheuser-Busch SeaWorld, San Diego, CA


       


Apr 2006-Aug 2006
Hostess, Line Cook

· Trained new employees

· Prepared quality food for thousands of guests daily









