CURRICULUM VITAE
Personal Information

Name
Yoon Kyung SHIN (Ellen)
DOB
13 October 1979
Gender

Female

Nationality

Australian
Address
서울 강동구 성내동
Telephone

010-7667-5071
Email
e11en@naver.com

Education 
Tertiary: 

1999 ~ 2001   Bachelor of Education at University of Sydney (not completed)
2002 ~ 2006   Bachelor of Science (Bio) at University of Sydney (Completed)
Secondary:
1998               Higher School Certificate at Hornsby Girls’ High School

Work History
Art Polaris Pty. Ltd. Global Art Management 
May - June 2005 - Gallery Sales Assistance at Art Sydney 05

· Gallery sales (Casual Work)
Referee : Jinny Kang - Director

tel : 02 9764 5602 (Australia)
www.artsydney05.com.au
GMS Supplying Australia Pty. Ltd. Trading as WonderFill
2004 ~ 2007  -  Office clerk   
· Reception, telephone and customer service skills
· Brief MYOB skills including invoice, stock management, payroll and superannuation, data entry, accounts receivable and accounts payable
· MS Office Skills
· Management of correspondence by mail, email and fax
Referee : Tony Shin – Managing Director
tel : 02 9688 3288 (Australia)
Golf Paradise

2007 ~ 2008  -  Reception 
· Reception, telephone and customer service skills

· Management of correspondence by mail, email and fax
Referee : Kenny Xin – Director

tel : 02 94502155 (Australia)
Summary of Key Competencies 
Strong Administrative skills: 

Experienced in administrative procedures, managing correspondence, reception. Self directed and able to work effectively and independently, with close attention to detail and presentation. 
Excellent Communication & Customer Service skills:

Confident written and oral communication skills with a strong emphasis on customer service. Experienced online customer service skills (telephone, fax and email).
Computer literate: 

Experience in using software packages such as Microsoft Office and MYOB
