PAGE  

Younji Jeong   …………………………………… 
                              
  2537 Fuchsia Place, Coquitlam, BC
       (778)387-1017

yjeong@sfu.ca
WORK EXPERIENCE……………………………………………………………………
· Secretary, Burnaby, Canada
Lee & Lee Network ----------------------------- Mar, 06 – Sept, 08
· Organized, created, and revised documents using Microsoft office

· Conducted English-Korean translations of business documents 
· Answered phone calls and greeted clients friendly and delightfully  
· Waitress, Port Coquitlam, Canada
Nagano Restaurnat ---------------------------------- Dec,04-Dec,05
Chunji Restaurant -----------------------------------May, 03- Dec, 04

· Took orders, served others’ needs, assisted co-workers, and answered questions while demonstrating customer service skills 
· Set and cleaned tables while practicing organizational skills 
· Private Academic Tutor ----------------------------- 2002- Jan,2008
· Tutor high school math, chemistry, social studies, ESL, and study skills to six students.
· Design procedures and encourage students to optimize time to swiftly overcome their academic difficulties.
VOLUNTEER EXPERIENCE…  ………………………………………………………
· Translator
International Education ------------------------------ Summer 2000

· Translated English into Korean for large group of 60 Korean High school students who visited Canada for two months
· Effectively communicated with the organizers in order to efficiently lead the group 
TRANSFERRABLE SKILLS                                                .  
· Computer Skill

· Typing speed: 83WPM

· Microsoft Office: Word, Excel, PowerPoint
· Communication Skill

· Well communicate with clients/customers and provide prompt customer service
· Successfully made presentations at school and during the internship

· Organizational Skill

· Organized and maintained filing system in past work experiences. 
· Interpersonal & Teamwork Skill 
· Effectively listen, cooperate, and work with others
· Have ability to present, discuss, and negotiate solutions when opinions differ within a group. 

EDUCATION                                                              .. 
Simon Fraser University, Burnaby, Canada

Bachelor of Arts, 2004-Present

· Concentration: Linguistic
INTEREST                                                                 .. 
· Snowboarding
· Played violin and piano for 15 years
· Cooking and decorating house
LANGUAGE                                                                .. 

English


Korean
*Reference available upon request
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