TIFFANY TRANG NGUYEN

4918 W. Flight Ave.         *  Santa Ana, CA 92704        *  (714) 829-0831          *  Tibotiff@yahoo.com
OBJECTIVE:

Seeking a challenge position that offers opportunity to apply strong analytical, organizational and communication skills.
SUMMARY OF QUALIFICATIONS:

· Experienced with MS Office including Word, Excel, Access and PowerPoint

· Ability to adapt to a dynamic, fast-paced environment

· Capacity to multi-task, and produce meticulous results

· Able to meet deadlines and work independently

· Possess strong work ethics

· Strong interpersonal, communication, written and organizational skills

· Customer oriented and a team player

 PROFESSIONAL EXPERIENCE:
MdCare Inc., Signal Hill, CA                                                                                                                 01/09 - Present

Staff Account I
· Reconciles and analyzes all inventory in – transit and payable accounts.

· Answers questions, resolves  issues and serves as a resource for accounting  

               procedures and policies.

· Prepares any adjusting journal entries.

· Acts as a liaison between the divisions and headquater.

· Communicates effectively with middle management in Sales, Marketing, Finance 
and Human Resources.

· Maintains harmony among co-workers and co-operates with management 
               and other departments

Jet Propulsion Laboratory, Pasadena, CA                                                                                             08/08 – 10/08

Payroll Administrator

· Processed bi-weekly payroll for salaried and hourly employees

· Validated all pay related transactions such as benefits changes, pay changes, 

        timeoff, new hires and terminations

· Answered questions and addressed any issues from company employees
Telestar Communication, New Haven, CT                                                                                            03/06 – 01/08
Accounting Clerk


· Entered and coded invoices to specific accounts 
· Reconciled A/P and A/R reports monthly 

· Prepared & printed checks for approved vendors payment

· Deposited and posted cash receipts entry and verified accuracy
· Made collections calls to delinquent tenants
· Ordered and maintained office supplies

Orange County Children and Family Services, Orange, CA                                                                01/04 - 12/05

Eligibility Analyst
· Collected client’s financial information for application and review

· Analyzed client’s file to determine eligibility

· Identified and resolved financial discrepancies

· Managed cases simultaneously for accuracy and timeliness

· Monitored clients’ financial report on an on-going basis

· Developed financial plan for clients using Excel spreadsheet

· Computed formulas using Excel to determine monthly payment

Department of Family Services, Annandale, VA
                                                                             08/01 - 12/03
Human Services Worker II                                                                                       

· Analyzed and evaluated data to determine eligibility for financial assistance

        programs

· Effectively organized, prioritized and processed projects and assignments

· Detected and evaluated potential fraudulent situations and routed to appropriate 

        departments

· Evaluated ongoing cases for renewal or recertification

EDUCATION:

University of Bridgeport, Bridgeport, CT                                                                                              01/06 -  12/07

 Business Administration -Concentration in Finance                           

California State of Fullerton, Fullerton, CA 
05/00     

Bachelor of Arts, Sociology                                                                                               
