JANET CHUNG

108 Rivas Avenue






      janet4policy@yahoo.com

San Francisco, California 94132 





          (415) 816-8458
EDUCATION

Master of Public Administration, San Francisco State University, San Francisco, CA                                 May 2008
Bachelor of Science in Speech Communication, San Francisco State University, San Francisco, CA                 1999

QUALIFICATIONS

· Demonstrated strength and skills in program analysis and coordination.

· Have managed increasingly complex tasks and systems.
· Successfully supervised personnel and systems.

· Excellent computer skills including Microsoft Office programs (Access, Excel, Word, PowerPoint, Outlook), PeopleSoft, FileMaker, P2P, SPSS for Windows, Adobe, PCOM, Paperless, Macintosh system.

WORK EXPERIENCE

Payroll Systems Coordinator … San Francisco State University                                            March 2008 – Present

· Supervise the day to day activities/operations of the PeopleSoft system in the absence of subject matter specialist.

· Responsible for processing payroll for approximately 100 people.

· Process disability transactions and payments.

· Oversee special projects such as campus seminars.
Benefits Authorizer … Social Security Administration                                                         July 2006 – March 2008

· Reviewed, analyzed, processed and resolved complex case discrepancies.

· Examined medical/legal documents and render payment/eligibility decisions.

· Updated records, prepared correspondence, and ensure payment accuracy.
Administrative Assistant … Adecco, San Francisco, CA                                                                  2004 - June 2006
· Worked with upper management and support staff on departmental issues and projects; acted as liaison with multiple departments and contractors. 

· Took leadership responsibility for developing department projects including creating training manual and implementing results of meetings and consultations.

· Supervised the day-to-day office management including creating clear, well-organized engagement letters, accurately inputting data, and facilitating appraisal process for properties valued up to $20MM.

· Oversaw management of invoice payment; generate reports, work with staff to resolve issues and reconcile discrepancies between data. 

· Developed and maintained filing and storage systems.

Legal Administrative Assistant … Borton, Petrini & Conron, San Francisco                                           2003-2004

· Produced legal correspondence, memoranda, and project work.

· Executed office management of calendaring, scheduling, and attorney’s files.

Counseling Intern … PeninsulaWorks, Daly City, CA                                                                                 2001-2002     

· Assisted in planning, coordinating, and implementing projects for laid-off corporate workers.

· Conducted seminar with Dean of College of Social and Behavioral Sciences at SFSU on going back to college.  

· Motivated and mentored two interns.
