Christina S. Leung
Email : coolabcgirl@yahoo.com

Education

Truman State University - Kirksville, MO  

Graduated December 2001 

         


    
Major: B.S. Accounting     

William Chrisman High School – Independence, MO

Graduated May 1998 

Experience

Ashok B. Bavishi, C.P.A. – Overland Park, KS



Feb. 2002 – Present

Office Administrator

· Improved client interaction by tailoring worksheets and reports to specific needs

· Maintained and processed doctor office’s accounts receivables

· Developed firm’s first client and inventory database

· Designed, programmed and deployed Accounting Inventory Management System (AIMS) to minimize errors and increase office operation efficiencies

Sunflower Vegetable Oil, Inc. – Kansas City, MO



Jul. 2002 – Feb. 2003

Accounts Payable

· Developed new reporting and updated month-end, inventory, expense, and other reports

· Processed checks for company’s payroll and expenses

· Invoiced and maintained accounts receivables 

· Maintained and authorized payments of account payables.

Skills

Languages:  Visual Basic

Scripting:     HTML

Database:    Microsoft Access, 

Packages:    DOS Easy Accounting, Medical Manager, Peachtree DOS version, Photo Editor, 

         Illustrator, Adobe Photoshop, Microsoft Excel

Leadership Roles

Delta Sigma Pi, Professional Business Fraternity – Iota Nu

Dec. 1999 – Dec. 2001

· Involved in the Professional Committee

· Contributed in fundraiser events and community work

· Produced and designed murals, newspaper advertisements, and marketing projects

Musical Instructor – Kirksville, MO




Dec. 1999 – Dec. 2001

· Mentored in diverse interests for minority children

· Donated a violin and music to young musicians

· Volunteered time to teach violin and piano to elementary students

Chinese Student Association – Truman State University 


Sept. 1998 – Dec. 2001

Secretary

· Organized out-of town activities and fundraisers

· Defined the organization’s purpose and objectives 

· Initialized and organized annual Chinese New Year’s Fundraiser dinner

National Arts Honors Society – Independence, MO


Dec. 1996 – May 1998

President

· Planned off-campus activities

· Participated in fundraiser events

· Assisted classmates with art projects

Interests / Hobbies

Violin & piano performance, Drawing & design, Web development & design

[image: image1.jpg]


