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Allen Yan

6 Pine StreetArlington, VA 12333
(86)1338-1111-420  

  youremail@whatever.com 
Key Skills

Communication - Deals with internal and external customers at all levels via telephone and email, to ensure successful communication via actively listening and probing questions.

Problem solving - Resolves in-depth queries in a methodical manner independently and with internal and external business partners to find appropriate resolutions, efficiencies and high level of quality.

Team Player - Enjoys sharing knowledge and encouraging development of others to achieve specific team goals.  

Planning and organizing - Refined planning and organizational skills that balance work, team support and ad-hoc responsibilities in a timely and professional manner. 

Systems knowledge - Peoplesoft and Oracle.  Experience in preparing and analyzing reporting data for management accurately and to timescales.
Summary of Qualifications 
Certified Workforce Development Professional with 14 years experience as a Career Specialist. Provide career counseling, coaching, and job seeker services. Identify values, develop possible career paths, and develop strategies for entering a career. Develop individual employment plans, goal setting strategy, and networking skills. Provide job search and resume writing assistance, soft skills vs. hard skills analysis, and instruction on completion of career portfolios. Successful employment placement rate. Proficient with Microsoft office programs, and use of database programs.
Work Experience

4/2005 - Present

Arbor Education and Training

Boynton Beach, FL

Workforce Investment Act Career Specialist

Provide career management services to the universal population with a focus on helping customers obtain employment. Duties include a combination of the following intake, interviewing, eligibility verification, referrals to supportive services, employer services, career coaching, job search and orientation/classroom instruction, and regular follow-up in executing client's individual employment plan. Facilitates customer access to supportive services, social services, training, education, and employment services, as well as job search mechanics ie: Job search techniques, Resume writing, and Interview Skills. Assesses client aptitude, values, interest inventories and training needs in assessing job readiness and preparing client for entry/re-entry into the workforce. Serves as a liaison with instructors, businesses and other client resources. Strong understanding of labor market, vocational systems, internet, One-Stop services and One-Stop referral system. Possess strong customer/goal orientation, and excellent Interpersonal, communication and PC skills. Ensures that customer file documentation meets regulatory guidelines and are completed in a timely manner.

01/2001- 03/2005,  Intel Products Co., Shanghai, China                    

CPU Assembly Engineer (Internship)        

Analyzed the yield ratio trend, documented and solved the current problems.

Participated in the training of marketing, business process modeling and analysis at Intel University.

Visualized a project review with impressive presentation and multi-media animation, which was highly appreciated by department manager.

Education
Bachelor of Arts, Ramapo College, Arlington, VA

Computer Skills

Proficient with Microsoft Word, Excel, and PowerPoint.

Experience with social media and internet research

Community Volunteerism:
Pasadena Museum of History, Docent-in-training, Feb 2009-Present, and Alhambra Historical Society, Feb 2009-Present

