CURRICULUM VITAE

PERSONAL DATA:

Full Name:


Ha KhanhLy Lily
Family Status:

Maried

Date of Birth:

December 26, 1971

Current Address: 

46/10/23 Nguyen Cuu Van, Ward 17, 

District Binh Thanh, Ho Chi Minh City, 

VIETNAM 

Cell Phone:


+848.93.927.7767

Email Address:  

lily70@aol.com
EDUCATION:
04/07 – 06/2007 
Business Management Institute, Human Resources 
Management, Ho Chi Minh, Vietnam 
• 03/2005

State Certified Interpreter, California, USA 
• 12/2004-06/2005
UCLA, Certification for Certified Interpreters, Los 
Angeles, California, USA 
• 09/1996-05/1997 
Lincoln Law School, 2 years of law school, San Jose, 
California, USA 
• 1993 


San Jose State University, BA: Business Accounting, San 
Jose, California, USA  - completed 3.5 years of study.
• 1988: 

Notre Dame High School, High School Diploma, San Jose, 
California, USA

EXPERIENCES:

07/2007- present
Deputy General Director



BLUE STAR INTERNATIONAL (Viet)

208 My Kim 3, Phu My Hung, D. 7, Ho Chi Minh City

Viet Nam , 848.5.412.0881

Supervise between 20 to 35 exporting contracts per month. Solicit and obtain purchase orders from oversea buyers for agriculture commodities, specifically cashew kernels, rice and spices.  Obtain price indications from Vietnamese exporters and generate month required contracts.  Supervised the quality control department and authorized shipments as per AFI and C.E.N.T.A specifications on behalf of oversea buyers.  Resolve quality issues.  Supervise up to 5 employees. Maintain company budget.  

Maintain good relationships with both oversea buyers and Vietnamese exporters.  Retain good skills and calmness to solve daily incoming problems arise from the contracts.
07/2006 – Present 
Freelance Professional Interpreter/Translator, Ho Chi 
Minh City, Vietnam
Interpreted and translated from English into Vietnamese and vice-versa using simultaneous and consecutive interpretation technique at international conferences, technical, medical, business meetings and negotiations, and employee trainings and recruiting. At the same time, performed document and book translations and editing for publishers.
06/1998-05/2006
Freelance Professional Interpreter/Translator, Irvine & 
San Jose, California, USA
Interpret from English into Vietnamese and vice-versa using simultaneous and consecutive interpretation technique at all legal, administrative, business and medical settings. 

1993-06/2000
MICHAEL DO & ASSOCIATES, San Jose, California 
Office Manager
Developed budget, managed client’s accounts, projected monthly income and approved office expenses and purchases. Provided input to management on the development of policies and procedures. Monitor health and safety regulations among employees. Maintained regular communications with judges, physicians, insurance representatives, investigators, and clients. Reviewed all incoming and outgoing correspondences. Supervised over 500 legal cases concurrently. 

HUMAN RESOURCES MANAGER
Supervised 15 employees and five attorneys in a legal office. Delegated duties among the supervised employees. Responsible for hiring, training and improving manpower, administered employee’s salary according to Labor Law and designed employee’s motivation program. Analyzed and evaluate employee’s quarterly performance. Fully comprehend and strictly adhered to California’s Labor Law and Employee’s Workers’ Compensation Law. Resolved employee’s conflicts and work problems, and customer’s complaints. 


1990-1993 Amdahl Corporations, Sunnyvale, California

Executive Assistant

Oversaw calendars for company’s president and senior 

officers. Made travel arrangements. Prepared written and 

electronic correspondences. Maintained phone logs, and 

budget, and balanced revenues/expenditures for the 

department with over 500 employees. Maintained client’s 

and employee’s database. Organized and attended 

monthly staff meetings and generated presentations for 

President and senior officers.

1987-1989 
Stuart Barasch Law Office, San Jose, California
Legal Secretary 
Oversaw 50 cases of personal injuries. Communicated with physicians, insurance representatives and clients. Obtain client’s medical records.

Expected Translation Rate: 
USD 0.05/word.

Speed:



175 words/hour 

