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Angel Koo

4101 Bennett Drive, Annandale, VA 22003

Phone# (571) 229-2689

angeleji2@gmail.com

OBJECTIVE

To obtain a teaching position at the preschool to corporate level. 

GOALS
· To develop & implement lesson plans that ensure the attainment of learning standards

· To prepare students adequately for all required assessments

· To address individual needs of all students through long and short term planning

· To collaborate with other staff members to create meaningful community learning

· To provide feedback to parents on the student's progress

· To maintain a classroom atmosphere conducive to learning

PROFESSIONAL EXPERIENCE

HR Associate/Project Coordinator, Executive Assistant to CHRO- Society for Human Resources Management (SHRM)  

April 2008-March 2009, Alexandria, VA

Supervisor: Steve Miranda (703) 535-6373; Contact Supervisor: Yes
· Maintained the Chief Human Resource Officer’s daily schedule and coordinated travel and hotel arrangements as required. Maintained and coordinated records for CHRO and responded to routine correspondence as directed. 

· Coordinated the preparation of agenda materials and presentations for HR Committee Books and Board Meetings. Planned and coordinated meetings for internal and external audiences.  

· Prepared meeting minutes and coordinated the preparation of materials for presentations. 

· Tracked status of SHRM Operating Plan and goals as they relate to the Human Resources Strategic Planning and Diversity Division and HRCI. 

· Processed invoices for the Human Resources, Strategic Planning and Diversity Division.  

· Tracked CHRO’s expenses against budget allocations and summarized division variance reports on a monthly basis.  Acted as budget liaison for the division.   

· Partner with other members of the team allocating 40% of the time to HR functional area

projects. 

· Served as liaison between recruiters, HRIS manager and payroll to input correct new hire data into the HRIS system. Completed new hire magic tickets through the Self-Service Help Desk.  

· Maintained and audited employee files as needed. 

· Processed individual new hire paperwork during New Employee Orientations, ensuring completion of all required documents including Federal and State tax forms and I-9 verifications.  

· Responsible for processing and disseminating all required documentation to payroll in a timely manner. 

· Worked in conjunction with the HR Training and Development Coordinator in the preparation of STAR Coffee All-Staff meetings, including HRIS reports, agendas, presentations and service awards. 

· Created, Ran and Produced reports to maintain SHRM’s organizational charts through the company intranet as well as HRIS reports to prepare quarterly all staff contact lists to comply with SHRM’s Business Continuity Plan, Term and Hire Analysis and Demographics report for the Board of Directors.

· Updated Human Resources forms, manuals and other materials as necessary.  Ordered and maintained office supplies for the Division.

· Demonstrated a customer service oriented approach in responding to employee human resource inquiries on human resources initiatives and processes.  Responded to routine correspondence as directed 

Dentist Assistant/Insurance Specialist/Trainer, C&R Dental Care

February 2007-April 2008, Vienna, VA 

Supervisor: Dr. Cha, D.D.S. (703) 927-0250; Contact Supervisor: YES
· Established internal procedures and systems

· Established contract administration procedures and reviewed all contracts to ensure compliance with terms and conditions

· Identified office technology needs; researched and recommended technology products by overseeing the maintenance of computer hardware and software.

· Maintained information management systems including the database and website.

· Monitored procedures as instructed insuring use of proper techniques and equipment; and ensuring compliance with applicable OSHA and UHC guidelines.

· Handled and monitored employee benefits throughout the year. 

· Conducted interviews and prepared hiring process.

· Posted vacant jobs on the website.
Ad Support Specialist, American Online-Digital City Inc.  

Summer (2001) Internship, McLean, VA 

· Developed and implemented a mission-based marketing plan for the organization’s sales including both print and web-based.  

· Ensured distribution through sales, external agreements, or promotional means of a management specified amount of the organization’s print stock each year.

· Responsible for increasing sales for the major companies with negotiation of contracts

Responsible of generating Ad banners on company’s website
ENGLISH-TEACHING EXPERIENCE

Pre-School & Kindergarten Teacher/Reading Specialist, YMCA

May 2005- June 2006, Binghamton, NY

· Fostered meaningful relationship with students, parents and other educators to create a warm and inviting environment in which all can cooperate.
· Designed and developed Pre-School to Kinder grade curriculum to meet the state and district requirements. Created lesson plans to engage students in meaningful learning situations while providing for all needs of all learners. 
· Encouraged a sense of curiosity and a deeper understanding of interdisciplinary subjects through thematic study. Prepared weekly parent newsletters to encourage open communication. Developed age-appropriate lesson plans and directed classroom instruction in all subject areas. 
· Worked effectively with parent volunteers. Involved families in the education process.  (Student size: 20+)

Translator, Gymboree Inc.
May 2002, Seoul, Korea 

For several projects and fairs being held in Korea, interpreted from Korean to English for college professors and other educators from the states and from English to Korean for Korean staff at Gymboree.  

English Teacher- Private & Keum's English Center

Worked with students, K-12 and all ability levels, to improve success in school through instruction in reading, writing, math, and study skills and through boosting self-confidence. 
May 2002-August 2002, YeokSam Korea

May 2006-August 2006, YeokSam, Korea

February 2004-May 2005, BanPo, Korea 

EDUCATION

State University of New York at Broome, Individual Studies

May 2006

State University of New York at Binghamton, Biology

Total credit: 130  (Transferred to WGU)

Western Governors University, Human Resources Management

Expected Graduation: May 2010

 CERTIFICATION /CONTINUING EDUCATION

· Predictive Index Certification

· Organizational Development Seminar
· Management Skills for Administrative Professional (AMA Certificate)

· The Americans with Disabilities Act Seminar 

· Essentials for Human Resource Management Seminar 

· FMLA and FMLA Leave Rule Seminar 

· HR Generalist Seminar 

· Global Business Strategy & Cross Cultural Management 

· PHR Certification in progress

· Practiced Phlebotomy

· Ethics

· Business Law
VOLUNTEER

· English language Parter, SUNY Binghamton and SUNY Broome University

· Red Cross

· Need-a-Hand Shelter

 MEMBERSHIPS 
· Society for Human Resource Management (SHRM)
· Korean American League Civil Action (KALCA)

COMPUTER/LANGUAGE SKILLS
Microsoft Word, Excel, Outlook, Access, PowerPoint, OrgPublisher7, HRIS, Budget Maestro 5.8, Adobe Photoshop and Adobe Reader. Fluent in Korean, Knowledge in Chinese, Japanese and Spanish.

