	E-mail : tasa11@cox.net
	Contact No. 401-419-1194


Chittasa Phathepvongsa

Education

2001

University of Rhode Island





Kingston RI,

· Bachelor: Management Information System

In The College Of Business Administration
Work Experience

2004-Present  Brooks/Eckerd Pharmacy





Warwick RI


Purchasing Assistant









· Work with Microsoft Word and Excel, or similar PC software programs 
· Aptitude for figures and detail oriented, Assist Vendors with questions and discrepencies
· Able to handle multiple deadline pressures, Be able to handle, calmly, multiple tasks at one time in a very fast paced environment
· Field store calls regarding pricing, product, and DSD issues, Create contracts, deals, and vendor invoices for TPR's and Co-op advertising
· Create New Item Forms for data entry
2004- Present
Mortgage Trust Group Inc.                                                           
Norwood MA


 Mortgage Consultant
· Purchase, Re-Finance, Cash-Out, Many Creative Loan Programs Offers
· Free credit counseling, many programs from A-D credit
2001-2004
VPI Packaging Specialist





Providence RI




Human Resource/Payroll Clerk/Receptionist/Secretary

· Participates in developing department goals, objectives, and systems with assistant to the President, Hiring ,firing, employee interactions, prepares and maintain handbook on polices and procedures

· Prepare 100 to 250 employees weekly payroll though ADP Systems, Reviews and checks addition on weekly time cards, Processes child support deductions and garnishments, maintain attendance, time card records, distributes checks, maintain maintenance for employees files, Invoices
· Under general supervisions executes routine secretarial assignments, performs variety of general clerical duties; purchase office products, provides supervision and work coordination of others; and does related work as required.

· Acts as receptionist and telephone attendance relaying incoming and interoffice calls. Handles incoming and outgoing district mail.
2001-2001
S & P Temporary Help Services  Inc.                                                          Providence RI



Office Assistant

· Assist customers with labor when requested, Follow up with customers 
· Invoices, filing, data entry, flexibility with customer short notice of labor help needed

1998 – 2001
University of Rhode Island                                                          

Kingston RI



Instructional Technology Multimedia Services

· Assisted students and staffs/faculties in the use of multimedia software and hardware
· Maintain self-training to new improvements of today’s multimedia technologies
· Provided technical support/ Utilized communication skills
· Worked in a team oriented environment in order to complete projects efficiently and on time

2000 – 2001
Wal-Mart (Photo Lab Center)



Photo Lab Technician




  

North Kingston


· Developed photos with Fuji Photo Processor






· Provided Customer Service/Team Work


Summer 2000
 Log On America






Pawtucket RI



Customer Care Representative 

· Assisted customers with phone problems and satisfy needs

· Utilized communication skills/ Utilized analytical skills to assist with billing comprehension
· Worked as member of team to ensure quality assurance
1999

Circuit City 







Cranston RI

Sales Counselor
· Provided customer services and information

· Utilized communication skills/ Meet and brainstorm marketing techniques to increase profit
Summer of 1998

Southeast Asian Youth and Family Development Project

Providence RI

Teachers’ Aid 

· Encouraged students from grades 5 to 9th to stay in school by acting as mentor
Computer skills
· Knowledgeable and experienced with Windows 95,98, XP and Macintosh OS.  Microsoft Office 97/2000: Word, Excel, PowerPoint, QuickBooks
· Multimedia Software:  Internet, Adobe Photoshop, Microsoft FrontPage, Media 100, Text Bridge, Sprint Scan 35, Graphic/Text Scanner, Quick Take 200, WebPages

Language Skills


Trilingual:  Laotian, Thai, and English

