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Tel (Mobile): 852-9669-3220
E-mail: dorothywtho@gmail.com
EDUCATION
2013
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Certificate in Teaching English as a Foreign Language (TEFL)
2005-2008

Monash University 



- Bachelor of Business, Marketing (Completion July 2008)
- Academic Achievements: Credit average

- Participated in Monash International Marketing Study Tour Program 2007 – gained marketing insights from visiting multinational corporations such as IBM (Shanghai), General Motors (Dubai), BP (London), Vodafone (London), L’Oreal (Paris), and MTV (New York)



2004


Talyor’s College

 
Successfully completed Foundation Studies with an average Distinction 

1998-2003      DMHCSM Catholic Secondary School 
(Teaching media of instruction: English for all subjects)
- Successfully completed secondary school with a full certificate of HKCEE (All papers are in English) 
- Participated activities of
 
English Club vice-president in 2001-2002
 
Active in English festival 1998-2003
 
Active in class union 2001-2003
EMPLOYMENT EXPERIENCE
Oct 2013 to present
Eye Level 

ESL Teacher

· Teaching children from ages range 3-14 English language
· Prepare and enhance teaching materials for students 

· Teaching plans and schedules 

· Give reports and feedback to parents 

· Administrative duties

· Responsible for Open Day 
March 2012 to Jun 2013
Hong Kong and Shanghai Banking Corporation Limited
Personal Card Review Officer

· Teach and prepare teaching materials for colleagues in China (Guang Zhou) and Macau.

· Updating and writing procedures according to Operational Risk requirements and polices with the HKMA

· Develop improvement plans and streamline process of operation, and are adherence with Operational Risk and Polices

· Approvals of Credit Cards Limits, Performance Review, Macau New Applications and Performance Review and Commercial Cards New Applications
· Major supporting in team management for Manager in both Limit and Performance team

14 March 2011 to 15 March 2012

Hong Kong and Shanghai Banking Corporation Limited
Senior Personal Card Review Assistant

· Presentation for new projects

· Approvals of Credit Cards Limits

· Performance Review on Credit Cards
· Approval of Macau New cards application

17 August 2010 to 25 November 2010
Standard Chartered Bank
Temporary Contract for 3 month-Marketing Officer
· Support Marketing Managers in different credit card marketing program and Product designs for credit cards
· Co-ordinate direct mailing (Shiseido and La Mer) to target customers using database management information
2010 

Hong Kong and Shanghai Banking Corporation Limited
Temporary Operation Officer (Global Payment and Cash Management)

Involved with daily operations with whole Global Payment and Cash Management department

· Teach China (Guang Zhou) colleagues new programs for HSBCnet
· Monthly payments with HSBCnet for Corporate Companies and Multi-national Banks

· Handle original documents from companies

· Administrative duties

· Preparing operations manual for audit requirement
2009 
Hong Kong and Shanghai Banking Corporation Limited
Government internship program
Temporary Business Development Administrator (Securities Service)
· Organizing marketing events:

Bowling Night with clients and internal staffs

AIMA Networking Drinks Cocktail night (Hedge fund association)

Asia Asset Management Conference, Taiwan

Securities Service Golf competition for clients


Securities Service Christmas Party

PERSONAL SPECIFICATION
Communication
· Proficiency in English, Cantonese and Mandarin
· Demonstrated communication competencies through teaching children of different ages and level of English and relationships with the children’s parents
· Demonstrated professional communication competencies through presentations and interviews with marketers of leading global multinational corporations from the 2007 Monash International Marketing Study Program. 
· Experienced in handling customer enquiries and internal communication
· Experienced in handling with marketing agencies, event venues and event organizers.
Organisational/Project Management
· Planned and create different teaching materials and method to teach English of different ages and level of students
· Planned and executed Open Day for English Center
· Planned and managed the team-based research project in conjunction with the 2007 Monash International Marketing Study Program that required resource allocation, people coordination, scheduling, and regular project tracking. Completed the project on schedule and achieved Distinction.
Teamwork
· Liaised closely with English center’s colleagues for Open Day
· Liaised closely with committee members of Monash Hong Kong Student Association 
· Maintained good working relationship with all team members during temporary jobs and 2007 Monash Internal Marketing Study Program
· Maintain good relationship with clients and event organizers.
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