Cheng C. Saefong
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Yonsei International Campus

 162-1 Songdo-dong, Yeonsu-gu
Incheon 

010-7738-1703
ccsaefong@yahoo.com
Qualifications: Experienced working with children ages 2 to 15. Detail oriented, reliable, resourceful, highly motivated self-starter with excellent organizational skills. Experienced at working with little or no supervision. 
Education:  B.A in Legal Studies from the University of California at Santa Cruz (2002).

            Training: TEFL certified 2010, GEPIK Teacher Training 2010, EBS teacher training 2010, KOTESOL conference 2009
Employment History:

Sangdo Elementary School (February 2010-current)
Taught grades 4-6, edited the school’s English newspaper, created lesson plans and materials for English camp, created lesson plans, taught Genius Science classes and Advanced English classes, ran English camps, taught Special Students 
Buseok Elementary School / Buseok English Center (October 2007- October 2009)
Created lesson plans, taught grades K-6, participated in English Camps for middle school and elementary school students, created the vocabulary book for the Buseok English Center, proof read the conversation book for B.E.C, participated in English Festivals and Cultural Festivals, created word tests for the B.E.C, taught conversation classes for middle school and elementary school Korean English teachers.

Education Station-Administrative Assistant (October 2005-May 2007)
      Answered incoming phone calls, scheduled and confirmed appointments, handled word processing, collected data, updated data in Student Information System (SIS), payroll,  billing, organized social events for instructors, posted job ads and hired new teachers, helped established new programs in New Haven, CT., oversaw student attendance in Providence and Central Falls, designed and printed flyers and mass mailings, tracked student and teacher attendances, prepared ASA test materials, administered tests, assisted site managers at their sites (distributed snacks, maintained student store, helped sort student conflicts), took meeting minute notes, contacted tech support, contacted parents, helped conduct parent orientations, typed letters and memos, ordered marketing materials and office supplies, created training manuals.

Internship: UCSC -Teacher Assistant for two 1st grade classes (January 2002-June 2002) 

Assisted two teachers with tasks such as supervising groups of students during their independent learning time, helped students with their math, spelling, drawing, and reading.  Supervised and played with students during recess.  Supervised students during lunch.
Internship: Sociology Department-Researcher (September 2001-March 2002) 

Independently conducted 10 in-dept interviews, wrote thorough notes on interviews, wrote analytical reflections on findings, and attended weekly group meetings. Single handily transcribed 60 plus interviews done by everyone from the research team.
Reference:  Available upon request.
