Carol Jihae Kim

7801 Suthard Drive, Rockville, MD 20855

240-393-8228
Korean #: 010-7197-0620
carolkim8@gmail.com
Summary


Highly organized business professional with solid time-management skills and demonstrated ability to thrive in a fast-paced environment. Proficient in organization and presentation of data in a clear and useful structure. Able to think quickly and keep a positive attitude. Sets high self-expectations and takes the initiative to improve efficiency. 
Education

University of Maryland, College Park, College Park, MD – August 2007
· Bachelor of Arts
Employment

1. Hackers Academia, Seoul, Korea


    Position – Essay Marker & Voice Recordings, August 2008 – Present

· Grading essays by organization, logic, and grammar.

· Correcting their papers by proofreading and making notes so the students are aware of their mistakes.

· Hearing the students through recordings and correcting them on pronunciation and fluency.

· Fixing the student’s speaking scripts on grammar and vocabulary.
2. Ruesch International (Travelex), Washington, DC

Position – Domestic and International Draw Specialist, September 2007 – May   2008
· Assembled all pertinent documentation and verified all information in accordance with Ruesch procedures.
· Worked with domestic and international financial institutions to obtain the proper documentation and procedure to enable a specific settlement type for our client base by conversing through professional emails.
· Communicated through professional emails with clients and financial institutions from document delivery to implementation.
· Performed testing to ensure the appropriate settlement arrangement is in place prior to client payment transmission(s).
· Ensured that accounts are opened and created in accordance with the signed contract and ensures that all information is documented and all contractual documentation is filed and safeguarded.
3. Technology & Management Staffing, Inc., Rockville, MD
    Position – Administrative Assistant, June 2006 – August 2006

· Answered a multi-line phone and transferred phone calls to the appropriate account manager. 

· Filed and organized paperwork, updated company website with new articles and information. 

· Maintained multiple databases by entering and updating client information.

· Assisted vendors and clients upon arrival, and provided them with the best possible customer service experience. 
4. Chevy Chase Bank, Bethesda, MD
    Position – Customer Service Representative, August 2003 – August 2005

· Used Excel to create an analysis of fee income for branch which was adopted and duplicated to other branches within the network.
· Trained in customer service, sales, financial service, and customer service.

· Exercised in precision and exactness during all transactions.
· Provided financial planning solutions to clients in various investment products.

· Investigated discrepancies and probed for possible fraudulent activity in client accounts.
· Documented, investigated, and resolved operational questions and issues. 

· Monitored the possibility of anti-money laundering concerns.
· Investigated and resolved all account issues to insure customer satisfaction.
5. Sunglass Hut, Bethesda, MD

    Position – Sales Representative, June 2001 – July 2003

· Balanced the cash register and maintained inventory daily. 
· Increased profits through suggestive selling.

· Investigated and resolved any type of merchandise problems and ensured customer satisfaction.
Computer Proficiency


MS Office 2003 (MS Excel, Power Point, Word)

