Amanda Gutridge
Email: amanda.gutridge@yahoo.com

Tel 82-010-2285-1824 

EDUCATION: 
Asbury College Wilmore, KY, Graduated May 2008 with two majors: Bachelor of Arts in History 

and Bachelor of Arts in Sociology

WORK HISTORY:


GEV Primas Kids (full time)                                                                                               March2010-March 2011
English Teacher
· Teach Phonics, Reading, and Speaking skills to Kindergarten and Elementary Students.

· Taught Art to Kindergarten students.

· Create lesson plans on weekly bases for Kindergarten.

· Develop weekly lessons to teach basic phonic skills to Kindergarten students.
The Prime English Institute (full time)                                                                                Oct 2008-Oct 2009
English Teacher
· Teaching conversational English to Elementary and Middle School age students.
· Teaching Phonics to Elementary students.
· Creating lesson plans for Conversational English classes.
Celebrate Children International (full time, summers and Christmas breaks)
Assistant to the Administrative Assistant 



                              May 2004- Aug 2007

· Conducted research on Chinese culture to assist in the development of parent training on raising Chinese children.

· Reviewed all client files to verify content required for State and Hague Convention accreditation requirements.

· Performed all duties of the Administrative Assistant such as: answering phones; logged, processed and distributed incoming mail; logged client communication and payment information; and validated credit card information. Trained current Administrative Assistant.

· Assigned project to convert all adoption paper files into digital files. Completed ahead of schedule and without errors.

· Communicated with clients on changes to adoption process that affected the cost of service.

Asbury College Student Grille (part time during the School year)

                Aug 2003- May 2008
Shift manager:  coordinated staff tasks, handled customer issues, and performed store closing.

· Customer service:  point of sale transactions, order taking and food preparation.

· My manger noted me as being flexible, reliable, and organized in performing multiple tasks.

OTHER RELATED EXPERIENCE AND SKILLS:
·  TESOL certificate
· Haiti Mission Trip (June 2002): Provided Humanitarian Aid and assisted Vacation Bible School.
· Was asked twice (Fall 2007 and Spring 2008) to deliver a presentation on the topic of Human Trafficking within the International Adoption system and the basics on international adoption, to the Asbury College, International Social Issues class.

· Knowledge and use of Word, Power Point, Excel, and Outlook on both a Mac and PC.

· Skilled in developing spreadsheets to organize job tasks and functions.

