Lingyan Dong

Address:											                           Contact:
239 N 10th Street Apt 3F	  						                                         missirine.0627@gmail.com	 
Philadelphia PA 19107	     	       				                                                                          (717)-979-8193


EDUCATION
The Pennsylvania State University							                       University Park, PA
College of Agriculture										            Class of May 2013
Bachelor of Science in Environmental Resource Management		   	                                          GPA: 3.12/4.00 Dean's List
Minor Environmental and Renewable Resource Economics
Minor Watersheds and Water Resources

WORK EXPERIENCE

Wildlife Fishery Sciences Lab                                                                                                                                  University Park, PA Work Study                                                                                                                                                            May 2012 – August 2013
· Assisted researchers picking and sorting bugs.
· Take care of lab fish: cleaning, feeding and moving fish.
· Field trips with lab staff and graduate students to collected data for their researches.
· Assisted some graduate students dissecting fish for their researched and projects.
Asian Chao Chinese Restaurant 	                                                                                                                                 Philadelphia, PA
Cashier/Waitress				                                                                                                  June 2008 - December 2009
· Customer Service: served food to customers and answered phone calls
· Responsible for the cash register
· Assisted manager with core restaurant functions: ordered food, materials, and supplies for restaurant capacity
· Ensured that kitchen cook line provided food in timely manner
· Account for all cash and credit transactions 
CCMG Business Consulting                                                                                                                                           Philadelphia, PA
Office Assistant                                                                                                                                                November 2013 - April 2014
· Customer Service: checked and responded emails, also answered phone calls
· Developed communication skills through phone and customer interaction
· Assisted brokers or real estate agents: collecting data, organizing documents and translate information for Chinese clients.
· Computed rental payment calculations
Grand Age Group Inc.                                                                                                                                                       New York, NY
Part-time Office Assistant/ Independent Broker                                                                                                            May 2014 – Present       
· Sale life insurance and helping clients to solve problems relates to any type of life insurance
· Got my life insurance license during  this job
· Familiar with most type of  life insurance products

ACTIVITIES

Asian Student Association (ASA)	                                                                                                                                   Harrisburg, PA
Active Member						                                                                          August 2009 – May 2011
· Collaborated with club leaders to help promote club cultural and social events: Chinese New Year Festival, Mid-Autumn Festival, and the Annual Barbecue Kickoff
· Assisted club with fundraisers for non-profit organizations: Campus-Wide Clothing Drive for Manhole Children and the Japanese Tsunami & Earthquake Relief Fundraiser
Clear Water Conservancy
Volunteer
· Went to tree planting project along Six mile Run in Black Moshannon State Forest. Developed team work skills and experimented how to do the planting properly and water. 


SKILLS 
· Fluent in Chinese and English Language.
· Proficient in Microsoft Office programs i.e. Word, PowerPoint, Minitab and Excel.
· Life Insurance License 
