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Authorized to offer AARP members
insurance products from New York Life.

713-480-9988
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Bernard Chaung 532 afe

E-mail:Chaung.Bernard@aaa-texas.com
TEL(832)702-6077 FAX(972)630-2653
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APRERTRIE (

APRMRRBAT HEHMGEL MEHI RS MOEMASF, M Hartford, Safeco, Zurich, Travelers, Progressive,

American Mercury. American First, Fidelity, Foremost. Republic. Unicare, Bluecross BlueShield. Aetna. ING:--.
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Tel: 281-955-8008 Fax: 281-955-8998
E-mail: sherry@sherryleeinsurance.com
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Jane Smith
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Administrative Assistant with 6+ years of expericnce working direcily for the President of 3M Inc,, a Fortune 500

company. Possesses impeccable writlen amnd verbal communiciation skills and excellent interpersonal skills,
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*  Conduct reszarch, compile data, and prepare papers for consideration and presentation by executives, commitices and
boards of dircciors,

*  Coordinute and direct office serviees, such as records, departmental finanees, budpel prepantion, personnel issucs,
and housckeeping, o aid executives,

= Prepare invoices, reponts, memos, letlers, financial statements and other documents, using word processing,
spreadsheet, database, or presentation software.
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#  Confer with clicnts to discuss their options and goals o that rehabilitation programs and plans for accessing needed
services can be developed.

*  Prepare and maintain records and case Nles, including documentation such as clients’ personal and eligibility
informaticn, services provided, narratives of clicnt contacts, and relevant comrespondence,

*  Develop and maintain relationships with community referral sources, such a5 schools and community groups.

*  Amnalyse information from interviews, educational and medical records. consultation with other professionals, and
diagnostic evalualions 1o assess ¢lients’ abilitics, needs, and eligibility lor services,

EDUCATION

FLORIDA STATE UNIVERSITY, Orlando, FIL.
Bachelor of Art In English, May 2004

* GPA:3.3/40

*  Published in school's newspaper editorial
= Summer Internship for the Now York Times

ADDITIONAL SKILLS

+  Proficient in Microsofl Office and Adobe llusimtor €53
Bilingual Spanish and English
*  Employee of the Month for 3 consecutive months in 1E&M
= Won the "Writer's Digest™ 2002 Award
= Awarded an employee travel award due 1o “Performance Excellence”™ 2 years in a row through 3M Inc,
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BEST NISSAN PRICE IN HOUSTON |
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