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Christina Yoon  

Mobile:       010-2499-9677

E-Mail:       procny@hotmail.com
Address:      Sky APT, Hannam Dong, Seoul, Korea
Eligibility:    New Zealand Permanent Resident (Gyopo)
EDUCATIONS                                                       
University of Auckland, N.Z (2002 – 2005)
Bachelor of Commerce (International Business and Economic)
Yonsei University, Korea (2004) 

                  Attended as an exchange student

Westlake Girls High School, N.Z (1999 - 2001)
TEACHING  EXPERIENCES                                  

Duration
Jan.2006 - July.2008

Organisation
The Auckland Holy Family Catholic Church 

Position
Sunday School Teacher 
Responsibilities


· Outline curriculum and setting the class for about fifteen students

· Teaching and assist other teachers 
Achievements        

· Organising the class and camp
· Communication with various students and parents

· Supervising assistant teachers and students

Duration
Jan.2005 - Feb.2005 
Organisation
KyungWon University Language Academy 
Position
English Camp Teaching Coordinator
Responsibilities
· Preparing assessment tests and organising teaching schedules and revisions

· Assisting students and their parents with any problems/enquires and students   behavior controls
Achievements         

· Ability to work under pressure
· Team work skills

· Customer services 

· Interpersonal skills 
Duration
Feb.2003~ Nov.2003

Organisation
Top Elite Academic Coaching School
Position
Tutor
Responsibilities
· Tutoring groups of primary to high school students
· Preparing assessment tests and organising teaching schedules and revisions
Achievements         

· Supervision skills
· Problem Solving skills
· Planning & preparation skills  
CAREER ACHIEVEMENTS                                         

Duration
July.2008 – Current
Organisation
DIAGEO Korea. 

Position
HR & Payroll Administrator 

Responsibilities
· Payroll and Compensation Administration including expatriates from various countries.
· Various regular employee and expatriates benefit program administration
· Administration on joining and resigning employee’ end to end process

· Internal & External Reporting of HR related issues
· HR rules and guideline revision assistance
Achievements

· Provide efficient, professional HR administration and services to various demanding customers 

· Establish effective working relationship and interpersonal skills with a wide range of individuals at all levels both internally and externally including expatriates

· Ability to priorities workload and do multitask in a given time frame

Duration
Feb. 2008 – April.2008
Organisation
Mighty River Power Ltd, N.Z
Position
HR Administrator (Short Term Contract)

Responsibilities
· Co-ordinate recruitment process including advertising jobs, referee check and conduct psychometric testing or assessment centre process on short listed candidates and report results to Manager
· Prepare all employment agreements, variation letters and induction packs for new starters
· Provide administration support and up-to-date information to the HR team
· Maintain the HR homepage, ensuring information is kept up to date
· Ad-hoc jobs (e.g. organise and coordinate university careers fairs and flu vaccination for employee, schedule salary review trainings and produce statical report of Career Expo 2008 etc.)
Achievements

· Achieving personal goals and HR team’s targets within a given time frame
· Build and maintain relationships with internal members and external parties

· Provide efficient, professional HR administration ensuring customer requirements are met

Duration
Jan. 2006 – Oct.2007
Organisation
The 123 Mart Ltd, N.Z
Position
HR & Payroll Administrator
Responsibilities
· Schedule and coordinate meetings and interviews
· Maintain and record HR database for personal data, holiday and leave etc.

· Prepare IEA, CEA and new starter’s induction pack
· Provide updated employment legislation (e.g. Kiwi Saver) to shop managers and coordinate and training them to carry out 
· Assist and provide advice on general HR and Payroll queries in a professional, timely and accurate manner
Achievements

· Advanced interpersonal skills with the ability and experience to deal with a wide range of individuals at all levels both internally and externally

· Developed problem solving skill in order to interpret the urgency, importance and depth of issues that come through the HR team and my initiatives are required to get a solution

· Improve and developed employee’s working time data collecting system and PAYE calculating system with IT Manager but also successfully trained shop managers to handle those new systems at shops
INTERESTS      

· Travel: Had been to 9 countries in Europe and East South Asia

· Body Jam: attend Les Mills group fitness classes

· Photographing: enjoy taking photos of friends and family
REFEREES 

Referees are available upon request
� EMBED PBrush  ���
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